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Introduction

Why Writing Workshops? .

‘

Our communication problem

More and more. w: are having to {/‘:". on wriiten communications to carry
out our 1ntern il operations and to help taxp 1. 2r< understand and zomply
with the rax Lags If these written communicitions are to do the job
expected of them, they must be us complete, clear, and uncompli.ated
as we can makce them

Many of our letters and other written communicit ons ieasure up to
these.standards But far too many do u better job of re¢ording informa-
—_— ____ugm*xh\ag_of mmmumcanng it” Thes result in corrected memorandums
reports and proce . tepeat correspondence Worsc they fall”
" short of giving taxpayers the kmd of service an :

them to have

- tma

The aim of the workshops 1s to help everyone involved tn the writigg
process——managers, supervisors, and professional employees—deal wgh
this communication problem. agree on standards to be used 1in wnting
" and reviewing, and increase their confidence and skill in turning ont .
documents that meet those standards !

In a larger <erse, the workshops represent sull another way!the

Service 1s tackhing the many-faceted prot, -, of.
t

. [
® giving taxpasers betterfand-more courteous service i

® using manpower resources more effecuvely

® helping employees develop skills lhey need 1o reach their career
T goals. ‘
° . v . 4

What kind of course is this? . ) y

~ \
°

First, what it 1s not, It 1s not a course in Enghsh grammar aimed main
at helping you write documtents that mect exacting grammatical standard
* For writing may be correct—may obey all the rules of grammar—and still% .

ERIC: ‘ . 1y
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fall short of accomplishing its purpose It 1s not a crash program that
results inoanstant wotng improsement. The improvement you begin
the writing workshop muyt be conunued back on the job Indeced, that's
where the hard \\ork must be done

Rather. 1t 1~ a course aimed at helping you do 4 better job of com-
municairmg with another person when you have to rely on the written
instead of “the spoken word. - '

A
Since the cmphu;i\ isoon communicating etfectively, writing (the
message itselty s not dealt with i solation Tt s consideted in terms
of who gets it and what 1t s expected 1 accomplish—The Recenver and
The Purpose. -

4 b

-~

How the course 1s taught :

Since this v workshop course. lectures are hept to ¢ miimum  Most
of the time s devoted w activitics The vourse, and cach session, has
three main ingredients

Theory — the lhmr\ (mnuptx) behind the principles and prac-

é@’! tices uuaht -
'Practic; — purp(mrul practice in-applhing these pnnClplu (not
= rufes) ,
Criticism — critesm (apprasal) *of IRS letters, memorandums,

reports, cte, and ot pgragraphs and sentences ex-
cerpted from them

.

All three are essenuial The Jast two are particularly lmport int For
they require the expenenced writer (1) toadennty those Iam'u.x«m and
work habits he has developed over "the sears which stund in the way of
etfective communication and (2} to start the job of repiacing them with
more cffective habits Practice on actual letters and memorandums taken
from the tiles of offices around the country gives him o chanee to apply
the principles to the kind of writing he has to do back on the job

You nray want to read pages 7, 8. and 9 of Fheane Revenue Winng
2. there the author, Dr Linton does an excellent job ot explaiming the
reason for this pracucal approach to improving writing shill

About the Study Guide ’ ’

s
The Study Guade contams no starthing breakthroughs or “firsts™ 1n how to
mmpfove writing In it you will find no muagic tncks (o mprove your
woung overnight Nor will yvou tind inat as comprehenave a coverage
of the subject of writhig as can be tound in the books on writing now

. 10 the beokstores and hbraries (See Bibliography.) | ] ‘» .

Aruitoxt provided by Eic:
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3What it concentrates on are those principles and practnces which can

appropriately be covered in an intensive workshop course: It is to be

used for outside study to augment workshop discussions and assignments.
And 1t may be used as a guide for contmumg self-development back on

t

|

he job.

Can writing skill be acquired?

We must get rid of the notion that one either has the
he hasn't—and that if he hasn’t, there 15 httle to be dode about 1t

" . .
“talent” to write or

True. the person who does creatunve writing—who writes novels, essays,
poetry. and the hike—must have some special aputude for this kind of

a

I UETICTOTITT

work.
But the kind of writing required of the Government w0

It ss unltanan—meant to accomplish a specific purpose. It 1s simply a
substitute for a face-to- fch or telephone commumcuuon with another

person abou( offictal matters.
The skill to do this kind of writing—and to d(“;\ 1t well——can be acquired

Indeed. if the Revenue employee 1s to do his present job effectively and
if he has an ambition_for a hlghcr-lcxctl job. 1t 15 essential that he develop
the ability to wrnite clearly and convincingly ang to appraise analytically

the wriing other people do
For 1if there 1s one thing we have Yearned 1n the Internal Revenue

"Service. 1t 1s that we are 1n the communigation business as well as in the
tax business—that they arc inscparable.’ Virtually every assignment of
significance requires us to communicate—orally and in writing, Asd our

-

success depends significantly on how well we do both

G‘ *
- ERIC . o
| _

o
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Unit 1

Settings Goals and Standards

’ \J

Introduction o N

This chapter 1s in two parts The first lists sofhe important” points for

you to consider before vou tackle the job of fmproving your wrung

The second describes the standards which letters, memorandums and
_ reports must meet to be effective. "

-~

Fundamental Considerations

M ~

How you ‘‘do’’ them depends on how you ‘‘view'’ them -

First, check your atuitude toward the writing your job requires of you.

* Do you see 1t as an important part of your work—the end product
which represents the work you have done and which gives the receiver
. essential information?

Or do you see it as a disagreeable (and perhaps unnecessary) chore
to be performed after you have completed vour “real work”? .

Do you see 1t primarily as a means of documentihg the facts you have
vered, the sections of the law or regulauons you've idenufied as being
pertinent, apd the internal policies you've been careful to follow?

. Or do you sce it primarily as a “communication” by which you try to
give the receiver the specific informtion he needs and wants—to get it
across to him ¢learly and convincingly—so he can make the decision or

bl

take the acuon required? " ¢ C . o

\ o,
" THE WAY.YOU SEE THEM 'MAKES A DIFFERENCE!

!

E -

Thc}{- vepue employee who recognizes that the written “end-product”,
“of his*work 18 vijally important to him and to the.Seryice—and who sces
-4
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it as a “communication”—is well on his’ way to turning out an effective
wntten document.

Writing is thought miade visible

- .
Clear wnting is impossible without clear thinking for the simple reason
that writing IS thinking made visible.

In his book Thinking Straight, Monroe Beardsley has this to say:*

For the most part we do-our thinking 1n a medum. For a physical

- scientist, this medium may consist of mathematical symbels; but

for most of us, it consists of words. We thmk\m a language.

Maybe there is such a thing as nonlinguistic thinking—there
may be hunches and sudden insights that come to us first as a
vague 1dea that has to be put into words and we may have to
grope a little for the words we want. But an idea does not grow
mto a full-fledged,thought, a theory, a* proposal or a plan, until
11-is formulated tnto words. We cannot be sure it is clear, for it
" s not: ready to be critically examined until we verbahze it in

o some way.'

As ‘you think through the message which your official responsibility

Jequires youto transhit to others, you thunk in words Then you face the

task of capturing those words on paper Often you face the further task
of translating them into other words which the reader is more likely to
understand than the ones you have used to think with For those you think
with are part of your technical training, part of your speciahzed knowl-
edge—and not words that an employee 1n another functional area or the
“lay taxpayer™ knows or 15 accustomed to thinking with.

The ahility 1o use words—to think with and to communicate with—
is one of the most essential tools_vou have in carrying out your job

Many of us shy away from the job of wrting because we are some-
what reluctant to discipline our Sthoughts—to order them so they are
ready to be communicated Often 1t s not the writing me!f that bothers
us, but the disciplined effort required to plan what we are to communicate
and to.check what wr&havc written to be sure it carries out that plan.

Writing is hard wérk beeause thinking is hard work! Dr. Linton
frequently says 1n his lectures, “If tRe writer doesn’t sweat, the reader
will"” He's right And when the writer 1s paid for transacting official
business by means of his written communication. the burden of com-
miunication 1s clearly on his shoulders He, not the recipient, should
do the sweating ) ’

v

! Monroe C Beardsley, THfNI\lV(‘ STRAI(‘HT Principles oft Reasoning for
Readers and Writers. 2nd Edition, (C) 1956 Reprinted by permussion of Prentice-
Hald, Inc.. Englewood Clffs, New Jersey.

5 il
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How can,eflectiveness be measured” ' -
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I v feolhardy however, to us to come up with anmy \gt ionnula——
with v ooy hat cosumumications must met \\huh \Mllun\um
the communiaten L theughis end sdeas frnm one mind o umthu
The communicaton provess is oo difficult and too imprecing o % dcal/l
with i such 1 simple way '

Thi best wo cando e profit trom ous own «Xpenience I communic.ating
with v'hyr prople and from the cxpernce of those who have made’a
study of commun . ation- ~up«uxlh how bhest 1o wmmu'm.m. using the
writen word /

.

This expernicace shows thit sotten communicatiens are most likely
to suceeed when

s

' 1 they are recener- s.umrgd that 1s.

° »\lﬁ: they are\responsive fwhgn the wniter speaks directly

to the recener sityation ‘or problem and relates gencral

information to 1t
A )
<

® when the wnter ginves the recener onlyv the information he
need: or wants nstead of throwing the boak™ at him-and
kaving to hem the hard job of extracting what he needs

A ]
2 they'are orgamgcd or arranged to make it casy for the recepver
a’ to get his answet and to fullgu the writer's thinking

‘. a
3 they are exprissed simply and clearh as messages herween
,"i people {persop-to-person messages. aot station-to- stdtion ) —
; ' when the wriiing stvic does not call “attention to utself and

get mthe way of commymcation

. N -
- .

4 they reflect the appropriate aftitude on the-part of the writer
%0 the situation—courteous, helpful, and reasonable, even
when the wituation requires firmness afd objectivity. ‘

In measuning the effectiveness of communications, then, We Judge
them by

"
~

Content —=~1Is the message on target so far as the purpose
’ " of “the communicatron s concerned? Is it

responsive? ) -
; - Is it complete” correct? -
Orgam;aum{ — .Is the message arranged for the receiver's

econvenience”

*»
Arc paragraphs amd sentences organized for

canty?’
v Wriung Siyle — I the mcsxagc cxprcsscd slmpla. c(lcarly. con-
(Tone) cisely?
9
‘ -

LY




'ards are used incappraising letters during the workshop

~

/ r
€
Is the style direct and naturali-appropriately
formal or informal?

Is it neither so preténtious nor so awkward-

that 1t gets in the way of, communication by
calling attention to wself?

Is e~ tone™ ipproprate? Is .the language

courteQus” Does it reflect our willingness-and
ability to disagree -without being disagreeable?,\

to be firm without being dictatorial? !

‘n, to make 1t easter to 1dentify spec tfic strenglhs and weak-

n. .he letrers being appraised, we also use the following mo:é

detailed caecklist:

Writing Appraisal Chart

1‘ Is it COMPLETE?

a) Does 1t gave all the necessary information?
b) Does it answer the specific questions asked?
¢) Does it give dddmonal information the reader needs?

2. Is1t CORRECT?

a) Is the information correct? R ’ -
b) Do statements conform to policy and procedures?

c) Is the wniting free from crudities of grammar, spelling or

punctuation? .
d) Docs the “set-up’ conform to standard office practices?

3. Isit CLEAR"

- a)_Is the thought lo‘kxchlly developed?
Do paragraphs crearly reflect this development”
b) Is the sentence structure clear?
Are there any constructions that are ambiguous?

¢) Are sentences short enough for ease in reading?
d) Have connectives been chosen to show correct relation-

» ships between 1deas?
) Is the language adapted to the vocabulary of the reader?
(Technical language” abbreviations?) ;
f) Is the wnting free from “jargon” and “padding™?

4. Is it CONCISE?

a) Does it contain only essential facts?

V)

Lo
a«
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b) Are sdeas cxprossed inthe fewest words consastent with

clanty, completgness ynd courtesy”’ - -
¢) Have unnclessary  repetittons and - “wind-Ups” been
orutted”’ : i

- d? Has unpecess i quoting from regulations been omtted?

£
¢} Has detaifed mtormaton conecrtung the routing ot the

document through the vanous argamizations of the
)
Senvice been vanntld’

S Inat APPROPRIATE IN TONE? .

,4) Iy the one caleatat d to bring about .h; r\:d response?

b1 A the writmy frec trom ml.wnn'\m \\\mh or phr;hu’
words with an unpleasant connotation? ‘

¢ st tree trom hackneaed or \I!hgd phr.h&.\ which muay
amuse or tritate the reader? \

d) Wil the tone reflect taverably on the Service?

6 1.1t NFAT. with GOOD MARGINS und CLEAR, CLEAN

i
\
i

[YPING? _
_ ¥'SUMMARY How effectnd s the commumczitmn" ;
UNSATISFACTORY : xc‘cfEPnBLF
FCLLY SATISFACTORY

' f
Can ALL writing meet ALL these standards?

We have to deal with the reality that not ll vur wnung willj meet even

standard il and that workload witl not pernit us 1o [*nlx:;h evers T

document to the puint of perfection /

" . -
At the same ime we must avord Tetung substund. nrd wrihing go out

just beuatse as we gy, W’ hage to get the work dut ™ Wa must tawe
the fact that vettimy the work OU [ =docs not necossanidy resuly 1n eetnny
the uur/«ﬁl)(l\k Ropat caprespondence 1o ae ates testihies to that point |

Approving @ COmMMUTL. tron that i~ nnt’tull\ decgtable adds up 1o
tahiog 4 crloulated risk Ty means that we must usin‘ d judgment m
determuming o whar specihie wav s the \\n'nm_ falls short and what effiect”
ity shortconungs will hawe onaccomphishing ats purpose and on out rela-
tons with the recenver )

Two standards must be met o the best of our ahility, 10 every wiitten
document ‘ . N

’

CORRECTNESS — All communications must be correct—no.

) guustien about that .
APPROPRIATF — Al ommunications must be courteous and
TONE appropriate for the situation

] " 11
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Other standards must be met. at least 1o some extent.

The wriing must be COMPLE TE 1o the extent that it i RESPON.-
TSINVE. that alf impartant points are covered ’

Hemust muk< unnistakably CLF AR 1o the recéner, at o mimimutn, key
pomnts i explanations and instructions

. It must be CONEISE to the extent that conuseness 1s cnitical 10 clarny
. and:1o tone

IS possible, howiver, th#t some writing may be approved (with the
notation that “next tme ™ cortaim improvements should be made) they

Are too complete- - conturn more information than the recener needs,
but not o much as 1o contuse him - - '

Have some sentences which are not enstal clear, provided that

Y i
hev points are clear and that. i -ontext. the seitences will not be
roadblocks 1o clanty | . . -

B

Are not o CONCISE_ 4§ they should berin terms of econemy of
the stvle we re workimg tow srd

Another reality we mast face s that people will differ in their judgment
oftwhether the writing is clear concise, and appropriate w tone.

The onginator s so close 1o thew riting that it 1s harder for him to read
ian terms of the way 1t will atfcet the receiver than for another to_do o

. Of the three. 4pproPRIATE ToNL 18 the standard on which it 1s mest
C 0 dithult o get understanding wnd agreement Tt s therefore one of the
hardest standards for the writcr 1o meet 1t comes closest 1o rey ealing how
< the writer sees-the reaipient. how sensitive he w to languaizc and its 1mpact.
" oon people. and how he thinks the speaihe situation should be handled

Al wntten communications are. and should be. judged crincally on
tone Those judged most eritically are replics to what we might ¢l “com-
plarnt letters " In them' we must deal with emotiong reactions fulld as
cffectively as we deal with the facts in the gase Tone i alt-important here
Fi¢n 4 word or wo. thoughtiesly or unwisely used. muay require the
document 1o be rewrnitien

The. “‘Acceptability Scale'

Faung the realiv that mot al] written communications widl meet ewen

standard fully we apprasse wniting in the workshops (ag they are ap-
pramed on the joh) an terms of an “acteptability scale ™ 7

¢
At one end of the scale are documents whieh are elearly unsatnfactory

ERIC2 3
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as communications. Al\‘ghe other, are those which are fully satisfactory
( high-quahty commpqlcal]ons that people can sigh with justfiable pride).

v Ay v
The hard job is determining which of those that fall in between the |
two extremes should be “within our tolerances™ and which represent a

. lower quality than the Service can afford to send out to represent it

Writing Style ' : /

What the workshops hope to help you and others accomplish is to
move most of our writing ouf of the gr\) area .md closu to the “fully-
satsfactory™ end of the scale.

‘ 2

o
1“""

" One thing that the Internal Revenue Service, dlong with other Govcm@enl

ERIC
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-agencies, has learned 18 that the old-uime “traditional” Government writing

style does not produce writing which will meet today's standards.
1] .

At 1ts best, that style Was too ponderous and too impersonal for all but
the most formal communications At its worst, it was “gobbledygook™—
pseudoformal, wordy, stilted, pretcnlléus, and sometimes pompous. It
resulted 1n communications which were not responsive, clear, or concise
and which, becalise they were seen as dictatorial or byrcaucratic, were
mappropnatc in tone.

.

7
ct wnting’style—

and substance of

We should slnvc for an uncomplicated, natural, di
one that focuses th® receiver's attention on the sens

the message rather than on the wnter or his vocabulafy.

There i8 clear evidence that this uncomplicated style 1s suitable 1n all
our, communications, no matter how formal the comymunication or how -
high a position the receiver holds In fact. official communications must
be wnitten simply and clearly so that busy receivers,
work, will not have to waste preciqus timg extractis

L 4
The style has the blessing of all Federal agencies—and certainly of
the Internal Revenue Service Directives calling for it, and guidelines for
using 1t, have been widely distnibuted throughaut Government.

Still, some, Government wnters fcar that “because we've alwavs used
the traditional style,” we must continue to do so if wé want our writing
approved and signed by our managers. H‘opefully, the writing-workshops
for both managers and originators will help dispel this notion.

Others .have misgivings about the style because it 1s informal. They
perhaps fear that, wrnters will go overboard and use a style that 15 too
breezy or that 15 so informal as to seem almost chummy.

We must, of goursc, avoid this extrcme, r communications deal
with senious subjects about which the ‘recciver ‘mygy alrcady be quite
sensitive or about which he may have antagomistic feclings. We must

p .
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»

be careful to avoid any suggéstion of brecziness or flippancy. Instead
we must work for a style that permuts us to show regard for his feelings

. and respect for his personal dignity—but at the same tme deal.gbjectively

and matter of factly with the situation, .

-~

We must also avoid the other extreme—being overformal and too

impersonal In the past, many writers used the. same dcgrec of formality
in all their writing—whether they were wnting a tax ruling or determina-
ton letter to a large corporation or replying to a taxpayer who asked
when he would receive his refund or why he couldn't claim his mother-
in-law as a dependent. .

We can wnite as formally or informally as the situation requires and
still use an uncomplicated, natural, direct writing style.

Hard to do” Not really. It’s the kind of writing you, as a reader,
_hike to get from busingss organizations or Government agencies with
" whom you deal—and the kind of writing you like to read off the job in
articles, magazines, and books. N ¥

More important, it probably represents the way vou talk to ‘people
about official matters. If so. it will not require you to shift gears when
you start to dictate or write a letter or memorandum You'll simply
ask yourself. “If I were talking with this person across the dcsk or over
the telephone, how would T sav 1t”" You I modify ("5 @tly when
you write, of course For writing can never be Quite the same as speaking.
But the more ncarl» 1t approximates xhoug\bt , disciplined speech, the
better. :

Characteristics of this style
What digtinguishes a‘communica}ion written in this style from one written
in governmentese or gobbledygook? '

1. It lets the receiver know at the outset what it’s about—
plunges right into the message without a lot of -unnecessary
* windup or rehashing of the incoming document.

2. It sets the tone (establishes the climate) m the first paragraph
and carfies 1t throughout the mcssage in&ead of relying on a
stereotyped “sugar paragraph™ at the end.

3. Ithasa pattern of organization which 1s ¢asy {or the receiver,
to follow, often gives the answer first and then the reasons
for it. e .

4. It speaks dircctly to the receiver—prefers the personal pro-
nouns aou, we, they, and (when appropriate) I to the im-
personal ut, the taxpayer, this agency, and the writer.

14 J ' -
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5. Ttis expressed in familiar, everyday words; does net add to
the“complexity of the subject matter by using technical or
. ‘other unfarmbhar language

6. It campresses 1deas o relatively short paragraphs and sen-

tences (we call them “bite-sized™).
. A

7. It connotes action—uses action words and direct. “head-on”
sentences; prefers the acuve to the passive voice for mest
. sentences. K

\b Using these characteristics as a measuning stick, 1t's @asy to see why
‘Nhe so-called traditional style 1s not effecuve. Contrast the. before-and-
. after wriing which follows.

3¢

Before and After Letters*

TI‘EN ¢« o . M ’ 4
Mr. John Doe L )
. 1111 Main Street ‘ '
" New York, New York 12345 . . ’
' Dear Mr. Doe: .o

Agreeable to your, communication of August 24t'h, ‘we
have consulted our actuarial department to, ascertéin
the stagus_ of subject policy.

»

Inasmuch #s your payment on said policy was due on
August ,20th aud this classification carries a 3l-day
grace /£lause, your period of grace does not expire

unt September 20th.:
. THerefore, permission is hereby granted to delay
remittance until-*that date. Trusting to hear from
you by that time, I am B N .
. Very truly yours,
, °N0w L] L] L] r ‘
Mr. John Doe N '
*1111 Main Street ¢

New York, New York 12345
. Dear Mr. Doe: ..
/

I am glad to tell you that your policy (975 123 456)

*Used with permission, New York Life Insurance
4 Company.

ERIC .

-
. ~
-~ 2

“*~

i




is still in force. It has a 3l-day grace period: so
You may pay your August 20 premium aqy time up to
September 20, “— .
4
Sincerely yours,

BEFORE THE WORKSHOP . ., . .

Dear Mr. Doe:

We are replying to your letter of June 22, 19—, d
récent telephone conversations regarding duplica:r]
payments of $11.33. ' '

Our records indicate that t¥o (2) payments of 211,33
were received and applied to_______, Account Number

, and ______, Account Number

". The adjustment is in process, and

, You may expect to rgceive your refund within the next,
three (3) weeks. . -, ‘

We regret the delay if replying to your corre-
spondence, but in large paperwork operations such

as ours, it is extremdly difficult to completely .
avoid incidents:-of this kind. We will do our uimost
to see that they do not recur and that you will be %

served more promptly and eff1ciently in the future.

Very truly yours,

) S0~ - 2
. s

LI ..

"AFTER THE WORKSHOP . . . I 3
’ ' s -

Dear Mr. Dog: . ' < X

Within three weéks~you will receive a refund check
for $11.33, the amount of the dupl1cata‘payment you ¢
made on your .. ) . o

When we checked our records, after receiving your
letter of June 22 and talking with you, we found that
we had received dupl1cate payments. .

Thank you for helping us stra;ghten this mgtter out.

Very truly yours,

. .

14
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Letlg"anot be too hard on ourselves.

’

A word in our defense. Many of us worked ‘hard to acquire the tradi-
tional style And what we hoped to accomplish with. it, we must stll

accomplish with the modern styte

d

e . . .
- One reason we used the third person and its companion—the passive

- voice——was to make 1t clear to the receiver that the instructioms and

mtgrprctanons were from the Service, not from any one hdividual in it

We

anted to make clear also our objectﬂ'ny in -administering and

interpreting the tax laws.

'

’

We still must do this. But we don’t have to ’rcly on the third
person. the passive vorce. and a mass of qualifying® words to
accomplish our objective &n fact, we know now that they did
not accomplish 1t.

We often used hedging instead of direct language to protect the
Service from those whe might. intentionally or unintentionafly, mis-
interpret or misuse our communications

We stll must be discreect But we need to remember the wise
saying, “A little protective armer saves a ship; too much sinks it ™

We must use good judgment in determining when it is’ neccssary
. to use.qualifying or somewhat vague language and be careful to
use 1t sparingly.

We thought communicatons from the Government to 1ts citizens
should be dignified And they should But out communications indicate
that we thought 1t would be undignificd 1n our writing to admit that we
l;ad made a mustake. to thank a person. for calling-our attention to the
qnstake or to express regret for any inconveniénce we might have caused

Kim.

Al

What we did not take into account 1s the fine line between dignity
and pomposity. Nor did we consider that the kind of dignity we
most admire. 1in an individual or an ‘agency, is a simple. natural
dignity—of manner and of expression. It is thus kind of dignity we
must strive for i our commun)cations.

We also scemed not to realize that most people have more
respect for an individual or an agency which admits to an honest
mustake and states frankly what action has beert taken to correct it

. Many of our letters now sHow &hat we take this view

We knew that. 1n many situations, we must be firm and specific. as well
as courteous.

1
Our language. however. often communicated more than firmness
It caused many honest taxpayers to feel that we thought all

4
-
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ing their taxes. Many construed wha
nts to be threats. L

\ It communicated to somd that the “burden of proof” meant
proof that they were innocent of fraud, not proof that they were
entitled to an exemption or 4 dependency credit.

Finally, we tended to rely so heavi y on the WEIGHT OF THE LAW
and on our a'uthonty under it that our wnting did not always show clearly
that-we recognize, as an important part of our job, giving taxpayers clear,
, courteous explanations of the law and helping them meet its requiréments.

The “modern style” is flexible. With 1t, we can accomplish all that
we tried to do using the traditional style. All we need now is to adapt
it to our needs. Doing so will pose some problems for us, but fone that
wecan'tresolve.  °

1
One problem will be trying to substitute new language and review
habits for old. Breaking habits of any kind 1s hard. It requires sustained,
disciplined effort And the temptation 1s always present to shp back into
the old, famihar habit. Like the cigarctte smoker who has no trouble
*"stopping," yet usually srarts ag:{;'n, we have to work not only to acquire
the new habits but to keep them. )

Perhaps the hardest problem wjll be to mesh the efforts of all the peopie-+
involved dn the wnting process-the executives, managers, supervisors,
and professional employees. Fof though writing (as you know) ‘is a
highly .individual activit$, in Govrnment it is also a group effort.

.. ¥ .. .
This is the reason the‘IRS Writing Improvement Program includes
writing workshops for managets ahd supervisors as well as for originators.

1
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« Unit2

Steps in Writing | S

The jol; of writing 1s much like the carrying out of the work assignment
it represents. Both require you to—

® Prepare for the task _

® Perform it

3

® 'Evaluate 1t (and, if necessary, make c9rrections)

«  Allthree steps are necessary if the job 1s to be done well and represent

_ professional work. .
’ \

Planning

»

¥

, Before beginning work on an assignment, you need, of course, to PLAN——

" to pin down the specific purpose of the assignment, decide what needs to
be done, identify the sources of the information you need, and map qut
your course of action. The more complex and significant the assignment,
the more time and effort must be devoted to planming it. But even the
most routine as‘signment requires at least minimum planning.

So with writing. You must plaﬁr before you write or dictate-—pin down

e purpose of the communication, select only the most pertinent of the

facts involved, decide how to arrange them for the receiver, and how to
- express them so he will understand them. .o

Evaluating ‘ _ -

AN

As you near the end of your work assignment, you evaluate the work

-, you’ve done to be sure you have done everything necessary and done it

correctly. : . *
The same with writing. Once you have written a2 communication (in
draft or in final form), you need to evaluate it to be sure it can be relied
on to do 1ts job. You check it to sce whether'it is: - .

. }/
\
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COMPLETE (Respoasive)

CoORRECT

CLEAR .

CoNCISE . ’ '

APPROPRIATE IN TONE . "t
. v

Making corrections

If, after evaluating your work, you find loose ends, gaps, or- any errors,
you make the necessary changes or additions before presenting or sub-
mitting it.

This step is even more necessary in writing. for revising 1s part of the
writing process. Few writers are cxpert enough to produce a good com-
munication with their éﬁurl The more complex andsignificant the
comwumcat:on the more “essential the revising,or rewriting. Even routine
writing often requires ‘edmng, though its being routine means that it is
not really a “first effort.” .o
The steps that spell ‘‘power”’ % T
To mak‘c it easxer to study these steps during the workshops w's expand
the Basic three to these five: ~ LY '

PLAN , N ) ‘
* ORGANIZE
~ *WRITE (or dictate) : -
EVALUATE (appraise)
e REVISE {edit) or REWRITE

Tr's no accident that the nutial Ie.tters spell POWER' That’s to make
it easy for you to remember them and to temind you that taking these
five steps wil{\he’lp you put more power in your writing.

Planning the Writing
Time quoted to planning|represents an irivestment instead \of an expendi-
ture Here, judgment_and disciplined effort are necessary—jtdgment in
taking only the time essenyjal to planning, and disciplined effort ip changing
work habits if you have np{ been #eustomed to conscious planning:

Advantages of planning . , ,

\ .
Whether you .are preparing a letter or a complex report, planning care-
fully before you write or dictate offers you and your reader many
advantages; it—

- L

-
-

o 10 - .
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_ Spares you the dnslrJ:;:mn f tfving 1o phrase ideas while you
* arc urgauum&. your thinkmg ’
- e »~
2. Enablcs Vou to conctntrate on one thought process at a ume.
s 3 Lessens the probability of your amutting' essential facts and
including unessential ones . '

-

g 4 —Increases the hkelhood ﬂha{ your idee® will be lOglulll\
Q’( anged .md clearly txptcssed

S Increases the hhhhood that, y ouricommunfcation will do the

job \tis 1ntengled to do Cos )
6 Perinits you to maintan 4 wnsn\um and appmpn.m tone
lhroughoul the communication

" 7. Aavés uime—yours, the secretary . the supmyors and lhc

, Teceiver's. . \
. /

. -
‘ * -
v

Your.pﬁinary consideration-the receuy(

Throughout yvour plunmng-—;v.'hclhc; you are wnung a letter to a tax-
payer or s Congressman or wnfmg’u mergprandum or an informal report
to Iniernal Revenue Scrvice managers—your man, Lonstderallon should

be the person who will re¢erve the communicatieq,

)

" Keeping 1n mind who gets the information will hetp );ou— i .

: 1. Consder. fr(?zﬁ hus pont.of view, lhc pmblem or probkm- .

involves him

situation t‘h?

2.

Include only information that will be helpful to him

a. Give him only the packground igformation that he necds
b. Give him only as much rechmcal information (rchrgmcs
to. and quotations from. specific sections of the law, regula-
"tigns, or manual) as he needs and will comprechend

wve him only the facts he needs to make decisions or take
action ' L
. Give him only the discussion or explanation necessary to
help him, un‘dcrsfangi and accept your conclusions and, or
. recomfendations and, if necessary act on thém.

~*This is a. major po:r;t—requirmE judgment and pcr;cptio

Many communication$ fail because the writer RECORDS
Tall the information he has taken into account’ in reachmg
his conclusion, instead of COMMUNICATING only the in-
formation the reader needs

3. Decide what approach is best designed-to bring about the de-
siced results—what “tone” and ‘what language will be.both
clear to 'the reader and appropniate for the situation. -

RIC . ‘.' ' : 21
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Ptanning a reply

Though planning 15 planning—just as someone once said that “Pigs is
pigs’ —-planmng a reply presents a somewhat different problem than
planning a commusication that v‘u ongihate

3 Read the incoming letter or memorandum carefully, under-

Do scoring significant points or making marginal nates about
dhem Oddly engugh. a“comparison of our replies with the

v sncomtng document shows clearly that we do not always

read the incoming item carcfully—we overlook points

rafsed and ignore questions that should be acknowledged
if not answered.

. Pin the problem down tightly. What EXACTLY is in-

" volved? Look beyond what the wnter has said to what

- You. with your greatér knowledge of the subject, know is

implied in the situation, Search for “meaning” instead of
rcl)mg solely on the wntten word.

c Dctermme what course of action is recessary: exactly what
nceds to be done. what the resgiver should be instructodg
to do, or what we should tell him we will do or have done.

d. Considet what pattern of organization will best accomplish
your purposc. what tone is appropriate; what language
will be both clear to the reader and suitable for the situation.

Planning the communication you originate

Hgwever inadequate the incoming -letter or memorandum is, ﬂ least
# gives you some 1deaof what your rcader 1s like and what information ,he
has and needs. It also gives you a framework for your reply.

" When ynu originate a communication, however, you must rely on
your expefience 1n similar situations and on your ability to speculate
about the recciver: .

LY

" ® how he will use the information’

® how much he already knows about the matter (so you can
decide how much background informafion he will need and |
how detailed your discussion or explanation should be)_

(For the lay taxpayer, for example, with little knc?u:dge of
tax law. even a detailed discussion and explanauonﬁo thE tech-
wical aspects or intricacies will ‘be of little help,

sghe -
“frame of reference” for it—has nothing to relate it..}w%
usually confused more than helped by a lengthy explanation’ .




® what his “reaction” is likely to be (so you can choose an,

approach designed to persuade or convince).
In plannmg this commumnication—

a Dq:lde EXACTLY what you want him to DO or to KNOW
as 4 result of your communication (st these pomls)

b Plan to give him enough background information and explana-
tron so he knows not only WHAT you want but WHY -\\D
- WHEN YOU WANT IT.

t

Organizing. Your W}iting ¢

Organization is a communication tool

The speaker can use many tools in communicating—language. the -

organization of his matenial, gestures, facial expressions, voice 1nflection,
and change of pace

The writer has only two language (word choice) and organization.
His word choice s vitally important But the way he organizes the whole
communication and each of its parts (p.xragraphs and sentences) 1s

~ equally important.

In this section, we speak only of organizing the whole communication;
later sections deal with orgamzing paragraphs and sentences. :

P

Organizat'ii;n is for the reader

N ]
Though organizing helps the wnter in his thinking, all organizgtion is
for the reader.

It consists principally of: ' ~

1. sorting out. from the mass of data or information. what the
reader necds

2. grouping those topics that befong together (these groups later
N become paragraphs in letters—sgctions 1n longer documents)

3. arranging these groupings into an overall pattern that shows
how each rclates to the others dand how they add up to a
conclusion.

This 1s the writer’s job The reader 1s often t::)o unfamihiar with the
subject matter (and with the way the writér 1s dealing with it) to do the

Ed
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organizing job well. Even if he can, he should not be obliged to do for
himself what the writer is expected to do as part of his job in the com-
munication process. wr

fechniques of organizing . : >

¢
e

When we speak of orgamzmg we do not mean simply coming up with a
format. Nor do we mean prepanng a formal outline except for the long,
complex communication (which requires one).

Since paragraphs show the organization of the document, we are
referring to the process by which you decide how to assemble ideas or
information or a given topic into a paragraph and how to arrange these
paragraphs into a pattern suitable for the type of communication and for
the reader.

Sounds formidable? -1t need not be. You can select a method (the
simpler, ¢he better) that fits in well with your work habits Here are
some suggestions that may help:

1. List the main points your communication will cover.

Each will probably become a paragraph unless, during the
: organizing process, you find that the pomnt (topic) is too
heavy to be manageabic and needs to be broken into sub-

’

topics. s

Jot down undcr each point key words, fdct.s statements, cna-
tions, etc., relating to it

[

Don’t try for a final arrangement at this gownt, especially if
you have a number of stems Just get them|down under their
main headings.

3. Next, rn'o‘y the items under each main héading Put them

in proper sequence (You can do this by simply numbering
them.)

/
Remember the natural hasis points of th -paragraph and
let thém work for yOU Pwe the points you wapt to emphasize

where the reader can ?)mss them—at the b'gmnmg or the
end of the paragraph. ‘*
If your reworkmg shows you that the topic 15 too heavy—
that you've included too much under one heading—come up
with *headings “for sebtopics. Each of them will become a .

paragraph.

4. Finally, decide on paragraph order—on the pattern of organi-
zation for your letter, memorandum, or report.

ERIC S, o
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Patterns of paragraph order s

Although you have a large variety of patterns to choose from, only the
threc most commonly used will be highlighted here:

the logical (problem-solving) pattern
the psychological pauern
the chronological (ume-order or narrative) patiern

The logical, or problem-solving. pattern gives the answer or the
conclusion AT THE END of the communication as a chmax to facts and
discussions shown carher

The psvcholoercal pattern 1s 1n reverse order It answers the question,
makes a general statement. or gives the conclusion FIRST and then gives
- supporung facts and the reasoning that led to the conclusion.

The chronological pattern lists events in the order they have occurred
or are 1o occur.

~
1. The logical pattern

This pattern has become almost traditional with us We use 1t not only -

11 most of our reports but in many of our letters and memos as well.
Paragraphs in this pattern would follow this kind of sequence:

Cite authority for the com-  This refers 10 your letter of June

munication: 13,
Idenufy or restate the ques- it which you ask why you are not
‘ uon or 1ssue: entitled 10 a dependency credut for

your daughter . . .

. Give pertinent facts- You indicate that she lives in your
h home and that you pay all her
expenses except those covered by
the $100 which your estranged
husband sends you each month.

« Cite the governing section  Section of
¢ of- lhe Code or regula- provides . . . .
Pnons

.

Dtscu-ss apphication of the To be enutled to a dependency
law to this case: credit. a taxpayer must substan-
tate the fact that he contnibuted
more than 50 percent of the total

‘ cost of the dependent's support
during 19—.
o 28
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~~-~Give conclusion or recom- If you have canceled checks or
mendation: other receipts which show . . .
\ please- send them to us promptl\

so we can reconsider your claim.®

- If you have not. please complete
the enclosed waiver and return . . .

This arrangement 1s a written documentation of the way the wrnter
thought inrough the problem He takes his reader. step by step. from

the statement of the problem to the conclusion.

. [ 4
It is an easy pattern for the wniter In fact. he can use it as a guide

for solving the problem. In countless stances 1t has served both us and

the receiver well. b
‘

"It can. however, pose a problem for the receiver who 1s less interested
_in how the writer reached the conclusion than in the conclusion itself
"The reader often becomes impatient while following the wnter’s reason-
ing He wants his answer as soon as possible and considers 1he suspense
ume-consuming. =

Those who frequently receive revenue material often avoid this sus-
pense. They're famuliar with the pattern—know where to find the conclu-
sion. They read the opefiing paragraphs, which give the issue. Then they
skip cver the intervening matenal to the conclusion or recommendation.
Finally, they go back and check the facts and reasoming against the
writer’s conclusion. *

When they do this, they're converting the” logical pattern to the
psychological one that many readers prefer. .

2. The psychological pattezn ]

A letter in this pattern mibt have its paragraphs in this order: |

Identify the question or is-  The dependency credit you claimed
sue and give the answer or  for your daughter was disallowed
conclusion at once: _because 1t was also claimed *by
i another taxpayer, who has. sub-
! mitted information substannaun‘g

his claim.

Give the reason or the A dependency credit is allowed

governing law: the person who 1s able to.show
that he contributed more than 50
percent of the total cost . . .

Show how 1t applies in this  If you have cancelled checks or
case: : ' other receipts which show that you

Ry~




furnished more than half of the
support, please send them to us
promptly so we can reconsider
your claim.

If vou have not, please complete,
the enclosed waner and return
' it...

The taxpayer who wants to know the answer to a specific question may
not be interested in the law or even in the underlying philosophy He
may want only’' lis answer You save his tme and you meet _his need
directly when you use this pattern There 15 a fringe benefit. X'bo: you
improve the image of the Service when you answer the taxpayer's question
directly instead of buryving 1t at the end of a long dqlssen'auon‘

The wranager who tries to keep abreast of an incréasing ude of reading
matter will appreciate this pattern He can read the opening paragraphs
and know what your letter or memorandum is about. who authorized 1t.
and what your conclusion or recommendation 1s Without reading the
enture document. he has the essenual information ’

The psychological pattern is suited to the following types of communi-

cﬁons: . !
Very short lctters

Very long memos or reports
Letters that say “yes”
Letters on noncontrovessial dubjects

It 1s ideally suued/zo Jetters that say “yes ~ If you have good news for
the reader. give it as early as possible in\the letter In letters that -must
say “no,” the traditonal (Mgical) pattern may be better The negauve
answer may be more palatable if the reader understands the reasons for
the answer—reasons that he might not read 1f he had received the full’
force of the,“no™ i the first few lines /

.

2 The chronological pattén

This pattern 1s useful when 1dess or information may be presented as a
senes of events Here, the logical thing—and the easy thiag for the reader—
is to start at the beginning and go straight through to the end.

s
This pattern is often used in letters which answer questions raised by
the taxpaver or his Congressman about the progress we are rﬂakmg in
auditing a return or in processing a claim for refund

Often, however, we leave to the last paragraph thé general statement
about where we stand at this point. Taking the approach used in the

) 27
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psychological pattern, we could improve the letter by muking this state-
ment first and then tracing the case history.
L)

It's a matter of judgment e . ’

You will find no set ruies 0 wll vou when o use cach of these three
patterns You must use jU\.EHhﬂ and ¢mpathy in choosing the one beost
swited to the commumcation and to the recener

Writing (or Dictating) the Communication

You have planned what to u; und have cecded how you w i arrange
YOUr ideds. NOW sou e ready Ior the thad siop—a

Try dictating

uon and ‘mpres. tne hinal product Wr ting gratts 1n cenghend s g tme-
COMLMING Procuss D «4% CUL N Lme drasticans And, becaase
1Ws more ke "aik 5z thun porong v hUIp you Ovriome poOr Wt g
habits that stand in the way of sour wring o

Dicianing your levors or memorandume will both .parease sour groduc-

BN vl

Don ¢ th.nk that sou mdst dicisre a fnal werson o aeny kejter or
memo while sou arliring o Ldd w.etating w0 wour other sk Jnstead.
dictate a draft and ute 17 v WOTAAE Paper 10 Ll and fevise Abandon
this prc‘a:e once ;ou feel comiorabll i c.crating. reservang it only for
the complex. s:gmificant letter. memo. or;rupen . .

L ]
>
The typed draft may brng 10 Ight a BLgUIs, L sgU eXPressions,
wordiness. or other weahnesses The prossure of :.. ¢ and of 4 hea,
workload might muhe vou hesrre 1o have o finshed product renped o
correct such weaknesses But o draft’ Ne probiim Make che correc-
tions—and you ma; 'akc the step thet makes the diference between a
A !
commun:cauion that almos: does the job and one that can be counied on
to do 1. . )

While you write or dictate  °

W hether you write or dictaie forlow these suggestions
I St:ck to vour plan—don™ tzke side excursions
)

- 2 Concentrate on onc thing capturing on paper the ideas you
* included 1n )our plan.

RIC . . 3A
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3. Try to *talk to the reader” as’you write. If you bog down

N on a sentence, the chances are 1t's trying td say too much.
) J) Stop and ask yourself how you would SAY 1. Then begin
again.. o, .

4. Listen to your dictation After you have completed your
workshop training. you'll catch yourself shpping back into
habyt language 1f you hear this taking place. quickly substitute.
Gradually.. you will find yourself revising the letter or memo

while you wnte or dictate.’ "} ‘ .

.

A bit of counsel -

Don't consciousls apply wnting principles while 'you write or dictate
Subconsciously vou will apply them—and that’s good - .

But if you concentrate too much on them. you y “freeze” and
begin thinking more about the writing iuself than about your reader
and the purpose of your communication (Like the centipede who
managed very well unul someone asked him which leg he moved first )

<%,

As you work 2t improving sour writing. you will subconsciously apply

~ an %creasmg number of principles The best ume for making these
improvements 1s during the next stage—when you evaluate or appraise
your wnting. .

3

Evaluating (Appraising) the Writing

¢ - »
Appraising is reviewing, not editing -
Applaising must precede, editing. just as plannng must-precede wﬂung\

But appraising and editing are two sepdratc operations . N

Appraising wnung 1s hke appraising or cnisguing a specch someone
e gIving. a session an instructor is teaching. or an awdit a co-worker or
subordinate 1s conducung All are meant to bc constructive

In cnuquing the speech. instrucuon, or audit, you look for ways 1t is
being done well and for ways 1t could be impraved. In rating the total
effort. you base your judgment on standards that have been set up as a
measuring suck As a finalstep, you tell the person whose work you have
critiqued about its strengths and suggest specific ways he can improve ]

Duning your crique. you don't interrupt the speaker. the instructor,
or the agent a* frequent intervals to tell him what he should do differently—
bow you mught do 1t if you were in hrs place.

~—
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Wriung shou]d be appraised in much the same way. When you begin
your appralsal don’t pick up your pentil and start ediming. Read the
entire document thoughtfully Look for both strengths and weaknesses.
Decide how you will rate 1t in terms of the standards agreed upon.

Then, and only then, call attention to 1ts strengths and pomt out
weaknesses that should be corrected 1n this, or the next. document.

(Apprasing drafts. your own or someone else’s. 1s a different story
The writrng was put in draft form because the wrniter ‘intended 1t to be
reworked Here, appraising and ediing come close to merging 1o a
single operaion.) - .

-~

’ Benefits of appraising

Igcreasmg your skill n appraising your own and other pepple’s writng
wul pay div dends On the jobrit w.ll help you steadily rmprove the
quality of vour wnitten communications and show that you are willing
to a&‘su% responstbility for them In the workskop. and back on the
job. 1 wall help you 'master wnung principles and apply them with
ever-increasing skull. o

Appraising .mprosves your wnting because # requires you fo apply
your analyucal shilis to the wniing job To improve your wrniung, you
need 10 be able to see it clearly and objectively—1t0 recogmze not oanly
whether 1t does the job but v.hy 1t does or does not

. +

Surpnisingly."many of us have not been trathed (and have not trained
oursel.¢s) to appraise wnting critically We need to learn what to look
for—how t0 spot words and sentences that threaten clanty, conciseness,
or appropriate tone We also need to idenufs the basic wnting pnnciples
these weaknesses violate 50 we can apply those principles 1n correcung
them.

Tzking part 1n appraising other people’s writing. as well as your own,
during the workshops will help you:

1 Jo develop your ana}yucai skall,

It's ezsrer fand less painful) to appraise someone else’s writing
You, can judge 1t objecuvely because neither your pnde of
authorship nor your language habits get in your way

- 2 To learn from wnung practices and styles different from your
own

Since there's no one way of wniung an effecuve communica-
uon or a sentence, studying how others have wrtten and

ERIC - >
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3 * .
;?companng their writing with your own can give you good

ideas for improving.

. zﬁ To see firsthand how your fellow trainees differ i "ther
interpretation and. evaluation of the writing being appraised.

This experience will reinforce your understanding of the nsks
o every writer runs of having readers fail to comprehend his
message Or react negatively to what he thought was *‘good™
tone. o

4. To find out how others view your writing. When_your wnung
1s appraised @y the group, you will get perhaps “the best feed-
back you have ever had on the strong and the weak pounts
of your wriung ,

This workshop experience will prepare you to,do a better and more
objective job of appraising your wriing when you return to your desk.

On-the-job vs. workshop appraisals

The main purpose of on-the-job appraisals 1s to determine whether the

finished document you are reviewing ( your own or someone else’s) can be '

sent out Your aim is to approve 1t if 1tas within the “acceptability range ”

On-the-job appraisals can also be used to help the wnter improve his
wnung skill, provided carbons of the accepted document are matked 1o

call his attention to its strengths and" v.eaknesses
»

In contrast. workshop appraisals ha\e as their sole purpose, helpmg
the writer improve his wnung and ediung skulls Letters are not appraised
n terms of whether they ase “within our tolerances”—but in terms of
how they can be improved. , .

-

Techniques for appraising . .

.

All letters, memorandums, reports, etc , should be appraised in terms of: °

N

PURPOSE—what they're expected to accomphsh
RECEIVER—who gets them cow

. For this reason, the first step 1n appraising Is 10 read carefully the
incoming document, if any’

Appraising next moves through these phases:
Phase |—Onverall evaluation—first-impression appraisal

~ Standard” Can the odutgoing document be expected to
77" accomplish 1ts purpdfe 1n a way that reflects favorably
on the Seerc'q?

~
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// This is a once-over-lightly appraisal. During it, you
/ instinctively note the appearance of the material—
s whether its typing is neat, its margins even, the whole
’ - a page that mvites reading. You’ll also “sense” the tone.
- But thus 1s just a reaction, not an appraisal!

~ Make a mental note of wour obsenvations and cpnsider
them later when you rate the communication.

Phase 2—The basic appraisal

Standards. Content. organization, wrniting style (tone)
CONTENT - —Is the letter RESPONSIVE?

. (does 1t stay with its purpose?)
—Is it COMPLETE? Is it COR-

RECT?
ORGANIZATION-=Is the pattern of organization
< suitable? *

, —Do the several parts (paragraphs
and sentences) fit fito the pat-
tern properly? or will some
‘have to be relocated?

WRITING STYLE—Is the wrniting CLEAR? CON-
(TONE) CISE?

—Is the style direct, natural, un-
complicated?

—Is the TONE APPROPRIATE?
Phase 3—Ranng the document

Standard The “acceptability scale”
UNSATISFACTORY (must be revised or rewritten)
ACCEPTABLE
FULLY SATISFACTORY

Identify the factors on which you based your decision
Phase 4—The painstaking review —

Standards. See the detailed “Wnting Appraisal Chart,”
page 10 of Unit | ’

This review is part of the “editing process ™ It pin-
points specifics that would improve the communication.
Workshop appraisals emphasize this phase because of
its value as a teaching device.
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Revising or Rewriting
Let’s define terms

This guide does not disunguish between revising and editing. Both are
used to refer to minor changes 1n language or orgamization that will add 1o
the clarity, conciseness, tone, or general effectiveness of the writing.

" )

. .

When we speak of rewriing something. we mean that the original ver-

_sion must-be cast aside No minor adjustments will make 1t acceptable
The writer must start from scratch and come up with a new version.

-
Why edit?

The purpose of ediung 1s not simply 1o polish what fnax already be a
good piece of wntuing Rather, it 1s to make the improvements necessary

if the writing is to do its job well.

The primary purpose of ediung 1s to clarify. It accomplishes this by:
1. condenying wining (compressing me?ming ino fewer words),
2. *relocating words, sentences, and someumes paragraphs, or

3. mserting or substituing words that will be clearer to the reader
-or that will make the wrniung rcad more smoothly. |

e people liken editing to pruning. Good pruming is not so much a
matter of cutting out major stems and branches as of cutting a twig here
and a small branch there, unul a clean, vigorous bush emerges, sii;pped
of all small, unproductive branches.

So with revising or editing. Crisp, clear writing results not necessanly
because of major revisions but because of the cumuiative effect of minor
revisions, not one of which was, 1n 1tself, important. ‘

)

The beginning gardener may be appalle” ' .the .appearance of the
pruned bush. It may look stark and ugly to him because, unlike the
experienced gardener, he is unable to see the strength and vigor that
results from pruning The writer who 1s unaccustomed to editing may, at
first, be similarly appalled. He may think his edued wrting is naked and
scrawny. Expenence will show him that it has new strength aud vigor.

Since editing 1s an<®nportant part of writing, you 1mprove your writing
skill as you improve your ediung skill.

Tips on editing
The points to watch for during your editorial review are the subjects of

3
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later units on effective paragraphs, the language of writing, effective,
sentences. The siggestions here will be covered more fully in those sections.

- Compressing meaning into fewer words—One of the easiest. ways to

say something in fewer words is to use active verbs instead of passive.

Instead of saying, “It was recommended by the Director,” compress the

words .to “The Director recommended.” Watch for wordy  expressigns,

such as “in the event that” instead of “if ” Prepositional phrasm often

expand into word yasters. Check for words that say the same thmg twice—

“bnef brochure,” for example, or “repeat it again.” Watch for waste yd
words 1n such expressions as “give consideration to” instead of “consider.” .-~

-

Relocating words—Check for misplaced modifiers—those that say
something you never intended. These modifiers may be single words,
phrases, or clauses; they may -have such technical names 4s “squinting”
modifiers or “dangling” modifiers. To correct any of these errors, by
whatever name they use, put the modifiers as c]ose as possiblé to the words

thisy modify.

Subjects and verbs often get- widely separated, egpecially-'in long ~
sentences. Try to keep them together. Often you will find that, by bringing

the subject and verb tog ther you have made the sentence more direct
and “head-on.’ : ‘ ’

Ingerting or substitating words—Words that detract from tone neéd
to be watched Check to be sure you have not used words with connota-.
tions that are unpleasant or ‘words that imply judgmental instead of
factual statements. Often you may want to substitute a specific word
for a general one. A word that may be clear to you as the writer may
be unknown to the reader. Check your words to be sure they are Clear
from his standpoint.

You will doubtless use all these methods as you edit your drafts.
However, the one that you ‘will use most is the ﬁrst—condensmg or
compressing In doing so.you. will delete some of your expressions or
perhaps your material. The goal ofpediting 1s not so much deletion as
compression—putting the same amonnt of information into fewer words.

‘ s

What to rewrite

,
Edit your dra[ts, of course—-that’s the advantage of hzﬁmg dxfﬁcu]t com-
municatior: i; draft. You can edit to your heart’s cojitent and turn in &
finished documgnt that you can be proud of. * / ?

/

But what about the finished letter or memo. When must it be revised—
or, perhaps, rewntten? - ’ /

1

Reviewers and originators alike have troubld with this question. We

Aruitoxt provided by Eic:
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discussed this in considering whether all communications can be expected
to meet all standards. -

Most_agree, howevar, that the finished document must be revised or
rewrittenif - ~

@ it is pot techmcally CORRECT

® it is so INCOMPLETE or UNRESPONS{VE that it will- not
do its job Lt

® an important point will not be CLEAR

® the TONE will offend the reader or represent the Service
- unfavorably "

-

Sometimes only a word, a phrase, a single sentenc" must be changed,
nserted, or deleted to overcome the problem. Bug this fact does not lessen
the importance of making the corcection.

As yoi.\ appraise other things you've written, you may decide that they

_ will be acceptable. But you may itch to change them—to substitute a word

here, shorten a phrase there. You can’t’ yield to temptation.' Work is
piling up; time is short. Let these items go—but mark the corrections on
the carbon you keep. And let the next lette, or memo you write on that
subject be the revision of the ane that fell short of vour expectations.

N




Unit 3 . .

The Language of Writing

Language principles—an overview

In written communications we must depend on only two factors to get *
meaning across to readers

(1) Organzzagzon—Material organized into a pattern the reader
- carf recognize and follow.

(2) Language —Word§ which will be clear to the reader, con-
cise within the bounds of courtesy, and_ap-
propriate for the situation.

T~ |

In this unit we will discuss language principles from three points: clarity,
conciseness, and appropriate tone. You will recognize them as part of the
Appraisal Chart.

For clarity: , \
-~ Lot

—Use everyday words . N
—Avoid clear only-if known (COIK) language or technical terms
—Use specific words

“

—Use words economically

For conciseness:.

Practicéa-@onomy by: .

—Reducing weighty sentence parts o

—Shortening prepositional phrases

—Avoiding doublets

—Avoiding overuse of passive-voice -

« —Avoiding roundabout expgessions\




{

For appropriate tone:

Write for your reader

—Choost words familiar to him

—Be human: treat him as an individual
—Show respect for his personal dignity

—Be aware of the emotional content of words

For Clarity .
Use everydaywords * ..
1
Because a Wmten communication is a substitute for a face-fo-face or
. telephone conversation, write as if you were talking to"the reader across
your desk. Language that is simple, clear, and dignified 1s suitable for
both the convebzmon .and the written document. Don’t use long, blown-up
words just because your commumication is written instead of spoken. Often
in our attempt to wnte with dignity we fall inte the trap of thinkigg that
big words and an inflated style will give our writing the proper tone.
« Readers do not respond favorably to pretentiousness. What we mistakenly

2~ call dignity, they call pomposaty -
. ** Don’t say- ’ . Try these
+ ACCOMPLISH the project DO the project
ADVISE this office iPlease LET US KNOW
AFFORDS US AN (OPPOR-  "ALLOWS (PERMITS, LETS) us
"~ -~ TUNITY
AMELIORATE the situation *. IMPROVE the situatidn
APPRECIATE YOUR INFORM-  Please LET US KNOW
ING US -
ASCERTAIN THE FACTS LEARN, FIND OUT
ATTEMPT TO PROCURE TRY TO GET

As you DEEM APPROPRIATE As you THENK
EFFECTUATE IMPROVE- IMPROVE /-
MENT
EXPIRATION of the penod
IMPLEMENT the dec:sxon OUT the decxslon
' INITIATE action
RENDER EVERY POSSIBLE

ASSISTANCE
TELEPHONIC CONVERSATION,” TELEPHONE conversation
UTILIZE (UTILIZATION ) " USE
VISITATION VISIT

<)
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Avoid “'COIK” language and technical terms .

Every profession or business develops its own specialized vocabulary.
Its members who speak this language fluently are set apart from the
great.majority to whom it is only jargon. If you are writing to another
member of your profession, there is no‘reason why you should not use the
terms both of you umderstand. These terms are a kind of shorthand both
members understand; you can’say things much more briefly and exactly
than you can if you must use the language outside your profession? '

But if-you are writing to someone outside this charmed circle, don’t
use the specialized Ianguage of your profession unless you are sure he, too,
understands it.,Your language is to him “COIK”—a word coined from the
initials of the words “Clear, Only If Known.” The computer language
of data processing is COIK to the Administration employee; the jargon of
the personnel clerk is COIK to the revenue agent. If you must use this
language in your wnting to persons who may not understand it, try to

explain the technical.terms.

Some common words have taken on a specialized meaning for us.
We understand this meaning, and we assume—falsely in many cases—
that the reader also knows the meaning. For instance, we say, “The tax
will be abated ” According to the dictionary this can mean either reduced
or eliminated. Few taxpayers understand the steps and the time involved
to associate a claim or procéss a case. When we speak of “making a  *

determination,”

we mean a specialized procedure carrying legal weight

for the Service. To the taxpayer these words may be only a fancy way of

saying “making up youg mind.”

Some of our language comes from the legal vocabulary that is part
of Revenue’s foundation. By all means use these terms when you write
to lawyers; avoid them when you wnte to lay taxpayers.

Don’t say
We will hold the matter in
ABEYANCE |, . .

Use this form  IN LIEU of that
one. .

PER annum, diem, etc.

The law PRECLUDES .:. .

The ruling was PROMUL-
GATED. ..
The taxpayer and his SPOUSE . . .

Try these

We will SUSPEND ACTION on .
the case (or TAKE NO FUR-
THER ACTION UNTIL . . )

Use this form” INSTEAD OF that
one.

A yeap, day, etc. !

The law FORBIDS (does not per-
mit)

The ruling was ISSUED . . .

WIFE

; ‘

39

The taxpayer and his

(HUSBAND)
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Use specific words
Don't think you must strike all abstract words from your writing Many
of the subjects we discuss are abstract,'and to try to express these generali-
ties in specific words will maKe our c%mmumcauons longer and-no clearer.
If we follo!»’ two general principles. however, we will do much to make
our wriing more specific :

1. Don’t hide behind blown-up words.

. 2. Be as specific as you can.
~

It is"not always~possible to make _clear‘cut statements Sometimes
policy or circumstances require us to write 1n generalities. Recognize

 these times and respect them. Don’t, on the other hand, write i poly-

syllabic generalfuies when there 1s no need for doing so.

Don’t say * Try these

Authoritative opinion appears to  The director does not approve . . .
indicate a negauve atitude . :

Material submitted herewith . .  Copies of these instructions . . .

L4 a
Addiuonal denufying informa-  Certified copies of your college
tion . .. record . . .

The Manual Supplement contagls  The Manual Supp‘lemem atithor-
authorization *. . izes . . .

Substantial reasons must be  You must meet these requirements:

shown . . . . 1.
. 2.—— -
3 — .
Appropnate promulgation . . . Distribunon? Reproduction? An-
' . ’ nouncement? What do you
mean? .
Return the form as soon as 'szs.- Return the form within 15 days
He... (Dyw)...
Advisable (approprate) steps Be specific—fill in the form, reply
should be taken . . . by June 30, etc.

These are the expréssions that have given government, writers the
reptitation for using hedging, protecuve language—for never making a
direct statement. :

Use words economically e

-

Too many words—ecven simple ones—waste your reader's time and hinder




~

his understanding of your message One of the greatest faults of the -
language 1 our wniting 15 using too much of it. Sometimes omittng the.

unnecessary words will solve the problem. more often. your goal should
be compression and not omission ‘

N
- «

We need to use restrarnt 1 applying this prnciple if we pare down
too enthusiastuically what we believe are excess words, we qun the risk
of lopping off some words that are necessary to mahe the meaning clear
to the rcader Worse, we run the further risk of making the wnting curt
and abrupt. It 1s false economy to save words if we nsk either result Use
enough words to be both elear and courteous. there will sull be enough
useless ones for you to tim away.

For Conciseness .

For instant improvement 1in your wriung, try some of thcse techmques
to shorten and sharpen your wnung, .

Reduce weighty sentence parts

(H Changé clauses to phrases:

The ¢ommittee which was ap-  The committee appointed 1o,
pointed to study these recom- study <
mendations has a great deal of The ¢ommuttee studying . . .~
work to do. . -

«

We forwarded,a form which you =~ We. forwarded a form ‘for you to
were [0 sign and return (o ths sign and return

office. ,

We will expedite the investigation Upon receipt of the form, we will

O
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as soon as the form s returned expedite the mnvestigation.
1o this office. °
{2) Change clauses or phrases to single words.

There are certain questions which  Certain relevant questions are not
relate to this issue which are discussed 1n this report.
not discussed in this report.

The only principle which 1s appli-  The only applicable principle . ...
cable . . . . o

We would like to have you give  Please give this . . |
this your prompt attention. !

t ' .
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. .. which may be of assistance to

... which may help you . ..
you . ... :

Prior t; the release’ of the hand- -

Before releasing the handbook . . .
book ... . ‘

Shorten prepositional phrases .

A trademark of government writing s the ]on‘g prepositional . phrase
standing for one word These phrases grow out of a pretentious style,
indirect phrases, and passive verbs. If we made no other improvement 1n
our writing but changing thesc long-winded phrases to single words, both
writers and readers would benefit

Don’t say Try these
with respect to the case in the case
in connectipn with by, in, for, etc.
despite the fact that _although
i view of the fact that because
" for the purpose of to, for
in the majority of cases usually
in the event Lif
on behalf of for ) L
inorderto to '
_during the course of during
for a period of a year for a year

Avoid doublets ',

Some of the excess words in our writing come from saying the same
“hing twicg. We need not say, “We are AT THE PRESENT TIME

preparing our report.” The present tense, “are preparing,” says that the

action is going on now. .

Try these

. relevant information

a check for $10

returns for 1973 and 1974

We must postpone the decision.

Don'’t say
truly relevant information
a chegk in the z‘xmount of $10
retui’ns for the years 1973 and 1974

We must postpone the decision |,
" until a jater date,

Avoid overuse of the passive voice

Curb the tendency of letting too many “it” "and “there” constructions

ol




Don't say
-1t 1s suggested that you submit

Itis recommendéd by this office . . .

There is no uniforrn procedure
followed by this office . . .

There 1s enclosed a copy ..
There has been included 1n the

proposal . . .

Avoid roundabout censtructions

Don'’t say
We will give consideration to . . .

make arrangements for a_ meet-
mg...

... gIve an answer . . .

" ...hold a meeting . ..
... meets with the approval of . .

‘makes inquiry regarding
...makeuseof ...
...isdependenton. ..

.

14
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vsegjcide to add or to omut when we write a

1 J

.

worm their way into your writing They help breed passive verbs, which
detract from the vigor of any writing. and they lengthen sentences by a
“wind-up” introduction Impersonal. passive constructions like these have
won us the reputation of vague wnting and overuse of passive verps So « -
far as possible, impreve this image by substituting a person, such as “‘we”
or “I" or “'this office” for the “1t”” wbo recommends, beheves, or contiudes.

Try these
Please submut . .
{ suggest submittng,
You ngh{ subrmut

We recemmend .
THs office recommends .

This office jollow s no uniform
procedure.
We4fallow . . .

Enclosed 15 a copy . . . : -
The proposal incluges ...

LY

Another device we use to lengthen sentences is burying verbs in nouns
Clues to this practice are such words as make, have, hold, or give.

Try these
We will consider .

arrange for a meeting

. answer. ..
. meet . ..

. approves

. 1nquires . . .
.use. ..

depend; on...
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memo or a letter L ke that other intangihle. sivle. tone is built into every-
thing we write - There are mans hinds of 3’1‘);‘—{\. .nstance. helpiul. when
vou gne information, wincers when sou apoiogize reasonable. when you |
say "no”. or fum. when you must stick 1o your gsns The key to the night
tone lies in the word APPROPRIATE '

.
APpropna‘e 1072 mearcony thel  su rghe——su tuhie for the relation-
P
shop betacer the riader ans e s grem—and ~u tunie tor the purpose for

whoh the document :urven, Tao oddr una :L;n's iound in :h? tome

’ Ay
ne tene of N noren ety che woas o e agee s o Q1o
The tonz of vour wnmg renes’s he wah a0o thr writer. see the sit
. § LTI B T L T 1Y T T . ’
von If you'tonsidlr *he Guistim wou ure atswerng 100 2:emenian 1o

ther arth thetene of seur etier _rmemo mz» be abrupt or patronizing
mo.ih. run away with your better

I: ':“e:.::\zz\ If vou are
your letter

he further restncuion that
“:one. and you begia 10

Herz are som
1o your writing.

A
»

8‘!:3
«
v
s
e |
7
s
v
=
e

nelp.ng sou achieve appropnate tope

Write for your reader

This cardina! principle of ¢fcer vz communication cinnot be separated
from tone Bccauw wOUT WI N COMmMUNICalon must meet and deal”
with the Teader. appl\ the same communication prmc:pks you automatical-

Iy use im a face-to-face conversaton For exy :mple. at the very beginning
of 4 mecting. un mterv.ewn or a ..O“f.x...m~ W setiac tone for the whole
session We express uppreciaton mahe 3m necossany, apology. or express
concern We should do the ~am. cariy 0 *he written communication.

You :mprone the tone of your .'.’r*f*n'v--\ L Ou Improve 1ts responsiveness
If the document govee corroer swtuble 9% rmae ion related cifically to
the purpose and to the recener. the chances are tha thé tohe will be
appropriate. *

\

Choose words the reader will understand

- Using unfdmx’ tar langemage adverely affecis tone as well ac claritv  If
the reader feels that he = bung wwenorid titked down to or treated like
. a statsstic, s emotional reaction may block any attempt to understand

ot
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the message in the written words, No longer will ge\make the effort -
necessafy to translate the unfamihar language into familiar terms.

- 1 .
Speaking the language the reader understands is not, only a gesture
of courtesy, 1t 15:a key to insunng that your commumcation will accom-
phish its purpose. .

Be human

Are government wr:ters people” Readers of our letters. memos, reports.
etc . have not-aimays been sure For years we have tnied to make our
communicauons impersonal Wo may have overdone it. The world con-
sists entirely of agencies polic es. zaxpa;crs. laws. and “in"—especially
“1t " The taxpayer reading a letter from the Service needs to know that a
person has considered his problem and that a person has wntten the
answer he receises MWe can be objective without being coldly impersonal.

¢ _The categors :nto which we lump the largest rumber of people 1s that
of “taxpayers " The taxpayer reading tne letter you write may not realize
that ‘he. 100, 15 1n this categors Don't tell him. “Taxpayers are required
to . " Instead. wntejto hum “You mus: . 7 Dont refer to “the
dependents 1n this case”. say “your chiidren™ or “your parents ”

Human:zed leiters are noi chumms . undigmified letters: they are, rather.
letters that show courtesy to the reader and interest in his problem Use
human terms Don't be afraid to say you or your or we and I Rearrange

Jyour thinking and your writing to emphasize the reader instead of the
. Service.

Don’t say Try these

We refer to vour letten, . . Thank »ou for your letter . ..

An amended return will have t0  You must file an amended re-
be filed .. : turn
e attach Publication 5020. which You may find the enclosed pam-
describes the medical and den- phle: helptul Tt explains which
tal expenses which may  be medical and dental expenses you
claimed on income tax returns mayv deduct from jour income

tax return

Put people into your wniting by avoiding the impersonal “it” that
introduces a passive verb—'"1t 15 believed.” ™1t 1s recommended.” or *it
is stated.”

* Not But
It is requested ihat this office bc  Please send us three ccpies.
furmished three copies. o
. . 45
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ot But
It 15 recommended that every ef- . We recommend trving to . . .
+  fort be made 10

Keep on an even keel
Government wriing must be objectine It must be factual. fair, 1m-
partial Choose words that remnforce these charactensucs

Know the difference between a factual and a judgmental statemen:
If we $ay. “He ¢:d no! sign the form.” we are making a factual state-
ment {f. however, we sav. “He failed to sign the form.” we are making
a mdgmemal statement By our choice of the word " faled” we destroy
the ;Husion of obgéctinity we try to create. this word savs that we have
already acted\as judge and ju.r_\

Be¢ reasonable We can dicagree withou: being d:sagreeable If you
must say “no.” explain why A ‘no” without reasoms often leads to
repeat correspendence

If we have mcde a mistake. admit it and apologize Don't overjustfy
the reasons for the mistake. or (what is worse) ignore them Avoid
defensive staivments that mmply a chip-on-the-shoulder aritude.

L Handle with care )

7

,

Accept the fact that not all readers will get from the words in your
“’mmg the meaning you thought you expressed We cannot always fore-

see what emotional impact a word will have: the best we can do 1s to .
recognize common danger signals and try to avoid them

Watch out for words 1e your writing that point 1o the reader amd say. .
“You were wrong You didn't understand Ygu didn't do what you
. were supposed to do ™ Be especially carcful about labels Perhaps yow
sce no difference between “taxpdyers who are delinguent in filing returns™
and ““delinquent taxpayers/” Perhaps vou prefer the second. shorter form
Your correspondent, however, may react unfavorably to being labelled a 4 ..
“delinquent ” :

If you have a choice. use the posiive rather than the negative way
of saying something For example. "It 15 our policy not to keep the office
open esenings except on Monday™ 1s 4 negative way to say, “We have
sct every Monday cvening aside to help taxpayers coming to our office.”

Be careful about using words that imply cntictsm or doubt of the .
taxpayer's intelligence or honesty. One word. perhaps one of our habit-

Jt
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words such as claimed. alleged or obuougl,\. can spoil the tone of a
letter, memo, or report = -

Be tactful Dan't order the reader to iuke un acuon if you can just as
easily request or suggest thar he do so Exp.a.n WHAT 1 wrong. not

W HO 15 wrong

The closing part of this und. calied " Wha: Our Neighbors Are Doimng.”
> uf «ppruprrate tone

1

prondes excelient dlusiranen

What Our Neighbors Are Doing

There's an old story sbour 4 rooster who rushed into the chickenyard
one day. called al” the hen~ uround h m. and ~a:d ~Come with me. girls.

! have something ‘o >hou vaeu ¢ led the way cut of the vard. across
the meadow and the cornfield until he came to the fence which separated -
the farm from 4 ne ghboring ostnich farm On the other side of the fence
fay a huge ~wirich cg- Po‘n:m_: o v the rooster said. "Now, gurls. I'm
10t comp.aimng | just want you o know what aur neighbors are domng'™
ey we Profil from seeing what our ne.ghbors ure doing, par-
heir problems are somewhat ke our own We may not wan
0 do exacy as they have done bu we may zet wdeas that help us come
up w:th something of our own

Don't be tone deaf .

The awctionary defines act™ as delicate ~kill in sasing or doing just the
appropriate thing under ginen circumstances Very ofteg when we recenve
a stup d or nasty letier. 1t tukes patience plus to reply courteously and
hindly  But any person who cannot maintain <elf-control under trying

crrcums:ances has no place :n the Internal Revenue Service

In every humuan re'astonship. there will be understanding, nonunder-
standing. and misunderstanding Recogmze this fact and remain objecuve
and ~crene Seek understanding Explain what's righr instead of arguing
who's right Neveruse a poson pen You will never improve your position

by wriiing something nasty Win your point by taking issue without being”

antagonist.c Get action by displeyving understanding and by using adroit
pgrsuaw;nms Pracucally every situation that anses offers an opportunity
1o use tact in some degree. mistakes must be corrected. requests refused,

misunderstandings smoothed owt. and drastic actron justified.

Here arc a few “Winners and Sinners™ from material submiitted by
field offices : :
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SITUATION

A corporate officer mails his personal check to the district office ta pay
a corporation income tax account The check 1s not accompanied by a
bill and cannot be idenufied A delinquent account is 1ssued A notice 18

maijed to the corporation, which provokes an irate leuer to the Service.
We-then reply ;. -

TACTLESS
Gentlemen:

You neglected to include the corporation tax nouce with your check As
you will note from the reverse of your nouce, you were supposed to return
the notice with your payment. Since you failed to do so. we hag no way
of knowing the account to which the check should be credued

‘TACTFUL

Gentlemen,

When Mr. Doe’s personaMgheck was received in our X District Office,
we did not find the corporation tax bil which was to have come with the
pa)menl so we dud no( know how to apply 1t

However, yous Ieuer of June 1 gave us just the information we needed
to mark your account “Paid n full ”

SITUATION

inquiring about the assessment.

TACTLESS. '

Dear Madam: X

It should be noted that the ingructions state that FICA taxes'withheld
during the month must be deposited by the 15th of the following month
Since you failed to deposit the taxes withheld for July by the due date.
August 15. and did not send them unul August 27, we are penalizing you
5 percent of the amount of the underpayment.

h Y
Please see that this check reaches us by return mail

TACTFUL
Dear Mrs
Thank you for the opportunity to explain your tax bill.

You have probably overlooked the requirement of law that the tax
withheld during the first two months of a calendar quarter be deposited




within 15 days after the close of each month. Penalties are provided for
late deposits. The rate is 5 percent of the amount of the upderpayment.

The tax you withheld for August, which was to be deposj ed on September
15, was actually deposited September 27 So $14.64/was added to your
bull. .

If you will send us your check for this amo
placed 1n balance at once.

1, your account will be

Very truly yours,

SITUATION:

A taxpayer comp‘ams about not receiving his refund and points out that
once when he owed tax the revenue officer was quick to collect.

TACTLESS:
My dear Sir: ,

I have received your undated letter advising me of your irritation because
you have not received your ingome tax refund.-Since you failed to fill -out
a change of address card at the Post Office when you moved, 1t is
unreasonable to expect that we would be in a position to dehver your
check.

I am, however referring your letter to the X Distnct(/)lﬁce for«rp%n’ate
action. =

<, oo
¥
Very truly yours,

- » —a~,

-~

Dear Mr. Brown:

We were glad to receive your letter giving us your new address because

income tax return, was sent back marked “unclaimed.”

L2

Your letter has been referred to our X Dnstr;ct Office, and you will be
glad to know that your check will be remailed within ten days.
v

Sincerely yours,
Positive vs. Negative letters

NEGATIVE: ) X ,
Dear Mr. Doe: . ' # .

rd
%
Pt

TACTFUL: < o

your refund check, which was mailed to the address shown on your ...
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. “for the assistance of taxpayers. v E . .
. = We have, anather plan in mind which may give us a chance to be moreh

|

N

4
- -

[ ° }
of our full-timé employées-at the V.A. Hospnal to assist your employees
with their income tax returns:, In rejecting your request, we should like to
Roint out that we never give suth service, since, under our present policy,
we are prohibited from doing so. - . ) T

a,

>

Very truly yours, -

Can you imagine_how Mr. Doe felt about the Service after reading this
“lgtter? After that revenue officers probably found an unfriendly _per-
sdanel section, which made it extremely difficult to get.cooperation on
Notice ofLevy, interviews with VA employees, and other official busmess

»

~
~ ~

POSITIVE: - SN ,‘
Dgar Mr. Doe: - S

Your letter of February 10 ghows that )ou are interested in seeing that
your employees fie correct income tax returns and we want to be as

‘helpful as possible. Our limited personnel has heen tied up with enforce- . «
ment duties; but we *have; managed to set aside every Monday morning .—T—"\

helpful. An Internal Revenue Agent [nstructor will conduct an eight-hour
- training course for designated representatives of large firms.in this area
+ at 8:00 am, Fcbruary 24, at the local Auditorium. The ‘training should
quallfy ‘those reptesentatives to assist employees in preparing income tax

returns mvolvmg simple problems N L.

You are cordlally invited to send a repre e. If you beheve thlS
plan will benefit you, pleaSe let me know the name of your representative.
- A * . Sincerely yours, A

oL . e .
Remember ¥ ot : .
- - "

Thai no letter is so dxscourtebus as to justify a discourteous -answer frem

> the Service. - " :

That the ‘correspondent who Msists on wnting letters of the I-gave-
him-g-piece-of-my- mmd .type has ‘no .place 1n the Internal Revenue .

. Service.

That a djscourteous letter 15 a permapent record of the-writer and the \
Service; it is an everlasting monument to the writer’s discourtesy )

1]

-
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Effective Paragraphs .

.

Paragraphing has already been covered, to some extent, in “Organizing
Your thing" (in Umt 2). There, two main points were covered: iden-
ufymng the main points, or topics, that will be developed into paragraphs,
and determining the order, or sequence, of the paragraphs that make up

the written communication. . .

Five more points will be covered 1n this ynit:

I.A'Gemng started=—writing opening paragraphs that get your
letter, memo, of report off to a good start

o

Develapiﬂg the paragraph
Paragraph length . .
Paragraph linkage

v e

The art of stopping—writing good closing paragraphs

Getting Started—The Opening Paragraph

Let's begin at a logical place—the opening paragraph o letter or
memorandum. Many writers have a hard time getting started-unless they
can rely on a stock paragraph . .

Most stock open!ngs do little more than tell the reader that the. Postal
Service has done its usual job and that we did, in fact, receive his letter
or memo—no surprise to him, since we’re answering it. These paragraphs
often go on'to repeat a good portion of what the reader told us in his

letter or memo. v

3

These openings are seldom ungrammatical or otherwise~incorrect.
But they frequently lack dxrectnesgrand vigor. Worse, they don’t do well
what a good opening paragra uld do:

1. Identify the incoming eorrespondence unobstrusively;
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v
"2. Plunge right into the message; contribute something of value
to it; and ’ - ?

3. Set the tone and establish the style of the reply.

N _ S
~ Identify the incoming correspondence —

We do, of course, need to pin down which letter or memo[andum we are
answering. But we can do this without making the identification the main
topic of our opening paragraph. Whea we put a statement in the main

clause of a sentence, we tell our readers, “This is the important idea.” ”

When we put the same thought into-a secondary clause, we say, ‘This is
- a minor part of the main 1dea.” Put references to the date of the incom-
Ing communication into subordinate constructions (which clauses, for

instance). - - :
d Not: Receipt is ackno§vledged of your letter of August 29, re-
©°  gar¥ing refund of an overpayment of your 19— income tax.
~ But: Upon receiving your memo of August 29, we checked our
records and found . . .

- Or:  Within ten dayﬁr two weeks you should receive the income
tax refund which you asked about in your letter of August

29. '

Congtribute something to the message

-
h

When men wore lace on their coat sleeves, the buttons near the cuffs were
useful and necessary. It has been a long time since we have seen any lace
on a man’s coat sleeve—but the buttons are still there. Many of our 6pen-
ing paragraphs are, like these buttons, useless reminders of a former era.
Too often the only purpose they serve is to tell the reader that his message
has been received. The opening paragraph should: be the first upit of a
planned, well-built reply. Don't waste the strategic position of a beginnigé
o a useless frill. .

Use the opeming paragraph 1o let the reader know what the writing is
about. If you let him know the purpbse of the letter, memorandum,
or report before you give the details, the details will fall in proper
Place, the reader will be spared the necessity of rercadmg, and your
message is more Iikely to be understood Besides—courtesy requires this
-consideration of the reader’s time.

The opening line is a good place to thank the reader, if that is called
I; to let him know you are sending him materials bearing on his
probigm; to enswer his question. /

£2
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® We are most happy to make available to you copies of the Basic
Income Tax Law text and the Advanced Income Tax Law
text, which you requested of the Commissioner in your letter to
him dated June 25, 19—.

. y ;
® We were glad to get thednformation you sent in your letter of
December 3. a

® Thank you for your letter of May 19. OR The .pamphlets you
inquired about in your letter of May 19 will be ‘mailed on
June 25. °

®'As you requested in your memorandum of May 16, we have
checked on the progress being made on . . . :

tone .

Se

This direct approach in the first paragraph does more than shorten your
memo or letter or Tay the foundation forgwhat follows. The opening
paragraph establishes the tone. Don't rely on the closing paragraph to set
the tone; that’s too late. Your opening paragraph 1s the place in which-to
sound the note for the tone of your communication.

Let the reader know that a person (not a government agency) has

read his letter and that a pefson (not a government agency) is replying

to him. Mention your reader or refer to his problem. Use “you™ more
often than you use “1,” “we,” or “this office.” You need not (in fact,
should not) go the extregof being chummy or. overly solicitaus; you

should, however, wnite 2'ferson-to-person” and not ‘station-to-station.”

Not: Receipt 1s acknowledged of your letter of Junie 5 in which
you asked whether or? not thisXagency was in a position to
supply ten copies of the booklet “Your Federal Income
Tax.” '

t
But: Enclosed are the 10 copies of Your Federal Income Tax
which you requested on June 5. .

Look for-the silver lining
- ( .

The tone of your letter or memo 1s hikely to be better if you can approach
the subject positively instead of negatively Somectimes we need to re-
arrange only a few words to turn a ncgative approach into a positive one:
sometimes our thinking, too, needs rearranging. The regative connotations
of some words can spread their tone to entire phrases—perhaps to the
entiré letter. If you have good news for your reader, let him know Tight
away:

¢ . s3




- “You should receive your income tax refund within the*next four
weeks.” .

If you cannot give him all the sformation or mat&ials he wants, tell

him first what you can do ’

Not: I am sorry to tell .you that we cannot, send you the 500
copies of Training No 1000 which you requested We will
be unable to fill any requisitions until we receive reprints
now on order. We mailed you today the 250 copies of
Training No 500 which you also requested

But. Today we mailed you the 250 copies of Training Nd. 500
which you requested As spon as we receive the reprints
now on order for Trainimg No. 1000. we shall send you 500
copies. You should have them withi e next two weeks.

Not: Itis not our policy to keep the office’open evenings excepton
Monday. . )

! . But: Every Monday evening is set.aside to help those taxpayers
who need advice. )

L Y
Don't waste time N .

Yes, we expect an opening paragraph to do a great deal Fyﬁhermqe,
a good opening paragraph must do all thes¢ things briefly—in as few
words as possible.

Long paragraphs discourage reading. And a long paragraph at the
very beginning cuts in half 1ts chances of being read- Save these longer
.units for your later discussions of details. Usually, you need not fill the
opening part of your written communication by restating all the facts in
the document you arc answering. if someone asks you a question during a
conversation, you rarely find 1t necessary to repeat the question before you
ansy\ver‘ it. ~_ S

.

There are cxceptions. of course. Sometimes.-cspecially in determina-
tion' and n ruling letters, we must repeat enough of the incoming letter
to make unmstakably chear the facts on which we basc our reply. Even
in thesc lctters, however, our opening paragraph should contain an
“abstract™ of this information. not a direct quote of everything the tax-
payer said in his letter.

Notice the length of these opening paragraphs Do they identify the
subject—but not too obwviously? Do they “get night into” the writing,
contributing somethung to the whole? Will the tone add or detract to
the image of the Service? - -

84
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I am pleased at your reactions to our distribution of this material.

- At the direction of Mr. Doe, Assistant Director, 1 am referring
the attached file to you for comment The question at issug is . . .

The circular about which you asked in your letter of May 1 is
ready for release.

Followmg is a checkhst for opening pard%‘dphs Measure some of your
begmmngs in things you have written againt this list. How effective are
your opening paragraphs? ‘

<

Checklist for the Opening Paragraph

-

The DOs and DON'Ts of getting off to a 'good start—

’ DO...
1 Plan your opering paragraph when you plan the body of your
letter. memo, or report.
2. "Set the tone.
a. Tazke the positive.or affirmative approach (whenever pos-
sible) rather than the negative.
’ b. Use "you” more often than “1,” “we,” “this office.”
c. Mention your readeejiie refer specifically to his problem.
3. Say something wonh\tﬂe about the subject of your com-
. munication. :
4. Subordmate the reference to the date of the incoming letter or
, memorandum by putting it 1t a phrase or a subordinate clause.
S. Wnte naturally and simply, avoiding stereotypa&d and over-
formal expressions. ‘ -
5 "Make the opening paragraph clear, concise, and fatural.
i7. Keep the opening paragraph as short as possible. '
Dov;r o .
’ 1 Use the negative approafz when a rearrangemén.t of words
y will make the approach pdsitive.
" 2. Devote the entire paragraph to a “rehashing” of thc incoming
document
3. Overburdenrthe readey with too much detail in the first para-
. graph, especially detail abow the orgamzational structure of
e the agency.
4 Use such opémings as “Reference 1s made to your letter” and
“Receipt 1s acknowledged of your letter.”
. 58
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Use participial expressions 1o excess—"Referring to your
letter of the 26th . . " or “Confirming your telegram of today’s
date . . ." Check to be sure that the participles don't dangle

Use a first paragraph consisting of a nonstop sentence.

Paragraph De\;elopmeht

Onee we have decided what pattern to use in arranging our material, we
are faced with the problem of writing the individual paragraphs that
- tnake up the pattern How do we go about developing a paragraph? -

Each paragraph 1s a problem in organization. It must be logically
arrarfged; it must fit in with what precedes and what follows 1t; and it
must contnibute something to move the wniting forward.

".The backbone of any paragraph is the topic sentence—a statement
of what the paragraph is about. Making your first sentence n each
paragraph the topic sentence will help you, the writer, stick to the subject;
it will also help your reader get a quick outline of the communication
without reading every word. There is no rule, however, that says the
lopIC sentence must come at the first of the paragraph, it can as well be
in the middle or at-the end. -

The topic sentence in the following paragraphs is underlmed:

Paragraph No. 1

Any dealer who 1s primarily a wholesaler must enter n his record
of receipts all the $pecified information about all distilled spirits
physically received at his premises. Spints transferred to his retail
department must be posted to the record of dispositions in accord-
ance with Section 194.231. Each record of disposition must be
supported by corresponding delivery receipts fully describmg the
spirits and signed by the consignee or his agent, or by a copy of a
bill of lading showing delivery to a common carner ’ >

Paragraph No. 2 .
When books and records are lost or destroyed, your Federal
Income tax return should be prepared from the best available
information. You may use duplicates of receipts, invoices, bank
statements, and other creditable evidence to establish your income
and expenses, and you should be prepared to show that the regurn
1s substantially correct under the circumstances.




Paragraph No. 3 )

A ,
Do you know of any large industrial orgamzation that has not
developed o traiming program’ The success of X Mdtors, Y Chem-
icals, Z Machines—10 name o tew-—depends upon the abiliues of
men and women in 4 dozen professions You may be sure that
although these cmipiorces are wel) quanned in their parucular
jobs, their cducation is got permutted to stand sull Traning
Magazine keeps abrgast of techmical advances.

Palragraph No. 4 -

[he basic problem 1n his .nceme tax case was to determine the
amoun: 1t s, he could aodac: as the resalt of the total destruc-
ton of 4 hous. b nre Mr Taxpaver’s comgﬁilon 1s that the
INeofile et dediicton fur the loss should be based upon its fair
marhet vaiue ot the ume ot the are On the other hand, the
Internas Rovenue Serv ce neraves that the amount of the loss
. could-not cxeed the amount Mr Tuxpaver paid for the house,
foss e amount he recciead trom the insurance company  As
stalved WM cul cuglivs feter ths pusien was based on the pro-
vistons of soonons 230090 2341, and 113(b) of the IRC which
>pg‘u;xu:i} contfols the ameun? tnat-may be allowed as a deduc-
on tof 4 toss of this hind

em sentence n raragrapn nust work oward developing the
thfighs cxprossca onosie op o santenee Dor s oxpedt your reader to buy
what 3¢u gy 10 g opie ~safance w1tnoul sofMe specifics 10 back 1t up

You may dosciop your paragraph by cxamples, as No 2 and No 37
do You mun o donne or vplain turinor what your topic sentonce means
The arser o No D oxplans b oo ~poctiza mtormanion” and “disbilled
sprrss You may onlark on e supjed’ of sour topie sentence by com-
paring it 1o or conrasng it wath someihing et as the writer of No 4 did

A\nother hoy to paragraph desclopment s one of the standards we
have mentondd cariier wn‘mm;n\\\ Give your reader enough intorma-
ton i the paragrabh o maae han fodl that you nave conn;u;\mgly
supporrc d the thoss o sour topic statement

Porhups the paragraph vou are anmng tubis naturally imnto a chrono-
ogical pattern Th s aften huppens m shatching the background of a case
or a4 law orn wriung narrative reporis The development of your para-
graph is plunt od tor you hare begnoat the beginming and follow :the story
in a straight hne o the end Domg this mav take careful planning.® for
there are absavs secondars issues that tompt us to digress and expound
on them ut the cxpense of the main theme

Q : . = 57
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. In developing paragraphs we need to remember that there are two
natural emphasis points—the beginning and the end Putting the topic
sentence 1n one of these choice spots automatically insures top billthg for 1t
If you begin with a topic sentence. use the closing sentence—the \st one
to hit the reader’s eye—as the one wn which you put your mosy/telling
point. °

-

" In summary, there 1s no one right way to develop a paragraph Your
approach to the subject. the pattern of arrangement you have chosen.
and your knowledge of your reader’s need will ydetermine the method
you choose to develop each paragraph.

Paragraph Length

v

There is no way to measure the correct length of a paragraph We cannot

“say thai all paragraphs must be not more than ten lines or less than three
The length depends on the job the paragraph has to do We might do
worse than use as a measuning suck Lincoln's reported answer, “Long
enough to reach the ground™ when he was asked how long a man’s legs
should be.

\

We can, however, make the general statement that paragraphs should
usually be short Readersltell Gs that long paragraphs. particularly at the
beginning of a letter or memorandum, are both forbidding and difficult
to read dhd understand  Because the long paragraph has come to be
almost a trademark of Reyenue writing, we must train ourselves to"see
ways 1o turn thesc overiong units into bite-sized pieces.

Look for ways to divide Your material naturally For example, if you
have several topicshto ‘discuss, write a short introductory covering para-
graph Then discuss cach in % separate short paragraph 1If you find you
hawe several of these paragraphs, you can pull them together 1n a sum-
mary paragraph at the end.

Example

v

The Service recognizes five tests that must be covering
met if a taxpayer 1s to be allowed credit for a paragraph
dependent.

The first test s . . .

The nextis short

The third 15 explanatory
The fourthis. . - ° paragraph '
The final test

Aruitoxt provided by Eic: N
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( Even though a taxpayer meets four of these
tests, that 5 not enough. He must sausfy all Summary
five requirements before he may claim an ex- paragraph
emption for his dependent.

Another possible division of material is that of affirmative and nega-
tve If both views are to be discussed, put the affirmative secton into

~
one paragraph and the negative into another.

If a series of conditions or exceptions contribute to the length of the
paragraph, consider using itemization, a form of parallehsm in which
similar items are listed in similar grammatcal form.

To make itemizing effective, apply these principles:

1. Number each item consecutively

2. Indent so that the items are set apart from the body of the
writing,

3. Provide a clear covering statememt that applies to each of
the 1tems. .

4. Begin each item with the same grammatical\construction.

S. Include only items that are parallel in thou

’ Example \
NOT:
You must prepare an abstract card. The abstracts are to be
prepared with No. 2 lead pencil. The right portion should be
left blank. Enter money items in thousands of dollars and all
completed cards should be verified.
BUT:
Please follow this procedure.
1.* Prepare an abstract card with a No. 2 pencil.
2. LeYve the right portion blank.
3. Enter money items 1n thousands of dollars.
4. Verify all completed cards.
Be careful

Don't fall into the trap of thinking that all long paragraphs are bad and,
conversely, that all short paragraphs are good. A series of one-sentence

’ paragraphs can be just as meffective as a one-page paragraph. What we
‘need 1s a combination of long and short paragraphs.

ot
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Use the short paragraph wisely Use, it more often than the long para-

graph but avoid the staccato effect of too many short paragraphs; com-
bine "them if they are at all related. And for the topic that you want to
emphasize, put 1t in the very short paragraph you have reserved for this
purpose.

Paragraph Linkage

tl

The problem of getting from one sentence or from one paragraph to
another 1s one we often dismiss fightly We believe because we are thinking
clcarl\ as we write, we are also wrnting clearh. Such, however, is not
alwa)s the case Gaps in thoughts between sentences afd between para-
graphs lose more reuders than any other flaw. And the means we have to
correct this flaw 1s called linking words.

Think of the reader of your letter, memo, or report as if he were start-
ing on a journey He nceds to know where he is going and then be guided
step by step through to the journey's end. Or think of him as a blindfolded
person you are leading lhrough a strange house. You guide him and tell
him what 1s coming next, you don't get him moving and then leave him.
Yet this is what we do when we write sentences and paragraphs without
the proper linkage.

Sometimes we build linkage into our paragraphs as we arrange the
sentences 1n logical order.- As the writer develops the paragraph leading
the reggler from the known_to the unknowwn, from one point in time to
another, from a general definition to specific examples, he arranges his
thoughts so that the progression from one point to the next is smooth and
(apparently ) effortless

One techmque of built-in linkage to carry the thought from one
paragraph to the ‘next 1s by using echo words. A word or thought in a
preceding paragraph 1s repeated near the beginning of the second para-
graph to tie the two units together: ,

“We then reviewed your case for a thorough reconsideration of
all the data you have submitted

“These data show . .”

Sometimes these echo ‘words arc not the same as the original words;
they may be substitutes For example, if we close one paragraph with
the words * laxpa)ers we may avoid repetition and monotony i the
next paragraph by substituting “they” or “these” for “taxpayers.”

“We have received your telegram about your income tax refund.
“A check for $83 54 was mailed
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Co;wnectives

For more obvious connecing words between thoughts we turn to the
connectives that point the direction 1n which thoughts are going and
that tie the sentences and paragraphs into unified packages. With the
modern trend of writing shorter sentences, we need to use, words that
will show the relationship between them. To do this we use the six
~ coordinating conjunctions (und, but,; for, or, nor, yet), the connectives
most frequently used to show that two ideas are equal, and the con-
junctive adverbs that show how the thoughts relate to each other. Some
of the commonly used conjunciive adverbs are: however, co;dquentl_v,
therefore, moreover, meanwhile, nevertheless. In addition, there are
transiional expressions that tell the reader whether he is to change

directions or go straight ahead. on the other hand, in addition, for this
reason, etc. :

" Example

On your return you indicate that you are filing a joint return
with your wife, Clara Doe. bur she did not sign the feturn.
Therefore, we are enclosing Form

. Our attenuon has been called 1o t,hg‘fact that rmproperly
prepared forms are being processed As a result, .

We recognize that g Nevertheless, 1t 1ssmandatory that
Finally, . . . ’
,/\
-

The Art of Stopping—The Closing Paragraph~

Stopping a piece of wnuing s, for most writers, almost as much a challenge
as starting 1t.

Like the opeming paragraph. the closing paragraph of a letter, memo-
randum. or report has an important purpesc It may do any of these
things: -

. (1) Summarnize what has gone bcfon’

»
(2) Recommend acuon to be taken
(3) State what acuon the writer mll?xakc
—

(4) Request ;;ddmonul information

¥
A summary
When you recervg A long letter, memerandum or report do you read the
beginning and then thumb through to the last page to find the summary?
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L'sinl the last paragra'ph as a summary is one way by which writers using
thé traditional pattern of arrangement close a piece of writing. It is as if
the writer gathered the several threads of his discussion into a strand and
tied them into a firm knot.

Examples
“We believe, for the following reasons. that this arrangement ’
will expedite the processing of these returns: (a) ..., (b) .
(c) ..

“Based upon the foregoing discussion, we hold that amounts
paid for electric services furnished to personal residences would
not qualify as a ‘tax’ under section 164(a) of the Internal
Revenue Code "

The term “action paragraph™ has come to-mean “closing paragraph.” ’
The final paragraph, the last thing your reader sees, is a strategic pomt
for recommending, stating..or requesting action.

Be specific when you close with an action paragraph. Use concrete
words Set defimite dates instead of using such vague expressions as “at -
the earhiest practicable date :

« Not: We hope to receive your recommendations 2t the earliest
practicable date

But: May we have your recommendations bv May 4?

Not: Upon receipt of additional information, further investigation
will be made .

But: As soop as you sign and roturn the enclosed Form L-61.
we will investigate the matter further.

-

No sugar paragraphs ) !

Don't rely on the clostng paragraph to establish good pub}ic relations
or to set the tone of the letter If vou WAl La=express appreciation, |
apologxze for a delay. or express concern “for inconvegfence caused the

. reader. don’t wait until the last paragraph Do nt car'h "the communica-
tion. On some occasions you may want to repeat this expression brefly
1n the closing paragraph ¢

1
. . )
> A word of warning t

In the closing paragraph. use language and writing style consistent with '
that 1n the body of the commumication Avoid the temptation to which

many writers succumb of using an old-fashioned or stercotyped closmg
paragraph. heavy with thitd-person and pdssive constructions.

-
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Not It will be appreciated by this office 1f this matter could re-
cetve your prompt attention. If any further informati®n is
desired by you, please feel free to call upon us at any time.

But: May we hear from you by May 10? Please let us know if
we can supply information you may need. -

- - - )

Like the opening paragraph, the closing paragraph should be brie.f.

Don't be hike the guest who has a hard time saying good-bye; follow your

plan and stop when you have reached the end. When Paul Revere finished

,his famous nde, so history tells us, all he sard was “Whoa.” And, after
all, that was all he ngeded.

[




Unit5

Effective Sentences -
‘ Sénfence, Prir;ciples

. oo .

N 1 °
The sentence’fE the basic unit of our writing. When'. we appraise our
writings, they stand or fall.dccording to the quality of the sentences thaf®
mteke up those wrtten documents. When we work with words, we try
to find out how to use them more effectively in sentences. When we
appraise our paragrdphs and the entire dogurrient, we analyze the sen-

tences that make up’ these-larger groups. ¢
- L 4

" The following unit is the “how t0” chapter, the one that points out how
applying writing p}mciplcs can make sentences more effecuve. Not every
writer will apply each principle in éxactly the same way; but any good
writing 8 dependent upon the application, in some way, of these pfin-
ciples. Here are the ones we will discuss: M . '

- Avoud the too-full sentence
Prefer the active voice
Write head-on sentences
Keep related words close together
Put parallel ideas in paralel form
Link your ideas =~ |
Pqnc{uate fefj:eaning

e .

Avoid the Too-Full Sent"encfé:
' , .

When is a sentence too long?

~

-~ » ’ .
Just as there is no such tgx’ng as an “avc'fagé“ person, so there is no
such thing as an “ﬁcragé“ length for a- sentence. Twenty words—the 3 4
arbitrary measurement—inay be too- few words for one sentence and too .
many for another It is not the length in actual inches that makes a )
sentence too long and therefore hard to read; the fault lids, rather, in the
number of ideas crammed between the periods. .

4

.~ We tend to write long senterices in aur letters and memos. The subject

.

o
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\umatter, legal background, and the heavy style we have used in the past T
all conunbute to the length To help our reader, we must shorten our
sentencest We must make sure that they are not overloaded; they should

contamn one thought per sentence, not a hunc{_ful of thoughts branching

outl/nseveral directions. .
[ ad
Here are some practical how-to’s to help you avoid toogull sentences
in yqur writing. .

(1) Use more periods . .
The simglest cure for the too-full sentence is to use more periods. Break
‘the sentehce 1nto bite-sized preces. ‘

“In determining the depreciation deduction, "the salvage value )
. must be considercd and accounted for either by a reduction of
the amount subject to deg)recxatnon or by a reduction in the ratg
) of depreciation, but in no case shall an assct be depreciated below  *
. a reasonable salvage valﬂe"

, ) . ‘ 3
) SubsQ\tu'te a period for a comma 1n the fourth hne.

“

. reduction in the rate of depreciation But in no case.. . .”

N . (If starting a sentence with a conjunction makes you feel squeamish,
you can still get the effect of the “but” by saying, * . . depreciation
v Innocase, however, shall an asset .. ) :

“The  name on the first line must be the same as 1s shown on Nis
individual income tax return, Form 1040, and since he files a
Joint return with his wifé, both names appear of that line

Add a period after *1040" ang omit the’ “and.”

.

. *.. . on his individual income tax return, Form 1040- Since . -

. “You may not deduct those expenses which are paid by others,
. and any expenses you pay must be reduced ﬁ amounts received
from others 1n the form of reimbursements or allowances.”

This sentence can be shortened in the,same way as the one above.

“. .. pad by others. Ay expenses you pay . .
el s * e - h ] .

(2) Put qualifying information into another sen\ence“ .

. .

- Revenue wnters are ringed about by a hedge of *1fs.” Our sentences are
long because we can rarely make a general statement about taxes without

s qualifying clauses If we put such information 1nto a separate sentence,
we make our lettsré easier to read. *

66’
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“The corporation charges off $4,000 during the year as enter-
tainment expense, which amount represents the cost of oper-
ating and maintaining the yacht plus the cost of food and
beverages consumed.” :

5

Make two sentences:

.-

5
. aS entertainment expense. This amount rcpresems P

i3]

“You are not a dealer 1n securities if you buy and sell or hold
securities for nvestment or speculation, irrespective of whether
such buying or sclling constitutes the carrying on of a trade
or business, and even if you are an officer of a corporation
or a member of a partnership.” )

e

Put the additional information into a second sentence

. investment or speculation. It 1s immaterial whether such
buying and selling constitutes the carrying on of a trade or
business or whether you are “an officer of a corporation or a
member of a partnership.”

“If you have met the mimmum educa‘lonal requirements for
qualfication 1n your position and your employer reqaires you

to obtain further education. the cost of -such educatiom is
deducuble if the requiremeht is imposed primanly for 3)3&31-/
, ness purpose z.and not primanly for yourﬂeﬁ/t:// !

o

We can break this one inta three pieces: -

“Let us Zssume that }oa/ﬁave met the mimmum educauonal
reqmrements 1m-your job, but your,employer requires you to
/%l;@n}uﬂﬁ; education The cost of this education is deduct-_
e, however‘ 4( must be education that ;s primarily for the
benefit St the budiness ” .

[

- (3) It’emize'

-
-

Perhaps the qualifymg information .in the long sentence 15 a list of
items. Take advantage of the techmique of itemizatron to simplify the
sentence for the reader and to emphasize the items As we have said
earlier, itemizing is a form of parallehism. we divide .the information
inte small bits and express them in paratlel form The items are listed
under a heading that applies to each of them, and the form of the items
15 the same That "is, if the first item 15 a short complete sentence, all
the other tems must be sentences. If the first item begins with 3 verb,

_ begin all others with a vcrb Don’t mix sentence$. phrases, items, and
commands 1n a smgle list.

ERI
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*  NOT:
Example 1. “It will ordinarily be to your advantage to itemize your dg-
ductions if you are a homeowner paying interest and taxes,
or if you make large contributions to qualified-charities, haye

¢ . unusually large medical expenses during the year, pay ali-
mony, of incur a major unminsured casualty loss.” '
y BUT: . BN ‘ ?
~ "It will ordinarily be to your advantage to itemize your de-
o « ductions 1f you—
< I arc a homeowner p;ymg interest4nd taxes,
A 2. make large contributions to qualified charities,
' 3. ‘have unusually large medical expenses,
4 pay alimony, or
5. incur a major uninsured casualty loss.”

~

NOT:

* Example 2 “An electing corporation must file a return, Form 1120-S,
for each tax year for which the election 1s effective, showing
the stems of 1ts gross mcome and allowable deductions, th
names -and addresses of all-persons ‘owning stock in the
corporation at any time durnng the tax year, the number of
shares owned by each at all tigies during the tax year. the
amodnt of money and other property distributed during the
tax year tu ¢ach and the date of such distribution. and such
othker information as s required by the return form.”

* BUT: .

“An electing, corporation must file a rcturn, Form 112Q-S,
for each tax year for which the election s effective. showing:

. . I. The stems of its gross income and allowable
deductions ’
‘ 2. The names and addresses of all persoms own-
- ing....
e e

#

. "
(4) Economize on words

We can shorten our sentences in two other ways® (1) by compressing

a group of words into one or two words, and (2) by cutting out un-
- necessary words.
LY

The groups of words which can most easily be ¥ompressed are clauses
beginning with who, which, or that Often the information they contain
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can be boiled down to a few words and nserted in an earlier part of the )
sentence.

1. He was-required to fill ou{ forms which are very lengthy and
detailed. -

He was required 10 fill out long and detailed forms.

2. Representatives jprovided with ‘proper credentials called on
each famuly in the area.to determine its attitude toward the
bond issue.

Accredited representatives called .
3. Certain questions which relate 1o this issue . . .
Certain questions relating 0 this issue . . .
) 4

+  Certain questions relative to this issue . ... ~

2

< Certain relevant quesuons .

Compress long prepositional phrases into one or two words These
expressions, such as “in the event that” instead of *4f" and “with ref-
erence 10 instead of “about,” may be part of what we believe necessary
to government writing Governmentese would sound far less pompous
and forbidding if writers were not allowed to use these roundabout phrases.

Prior to the release of the handbook . . . would become
before releasing the handbook.

Due 1o the fact that only two were approved . . . would shrihk
1o . . . because two were approved.

L]

You can deduct expenses for education incurred primarily for
the purpose of mantaining skills or meeting express requirements

. would be shortened to . . ."incurred pnmarily to maintain
skills or fo meet express requirements . . . .

We can shorten our sentenées by lopping off some of the imrodut‘r?x
phrases we use to laungh into a sentence. Shortening the introduction n}
only saves words; th¥ practice also lets the reader know at once what
the message 1s.

Not: It will be appreciated i1f you will distribute copies of the
notice.

. But: Please distribute copies of the notice

Not: A thorough search of the records of this office mdncales that
- you are correct 10 your assumption .

~ .

But  You are correct in your assumption . . .

' ]
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Prefer the Active Voice

Active and bassivr .

If you want to write more directly, more conciscly, and more effectively—
use active verbs.

2
This blunt statement does not outlaw the passive voice. Passive verbs
have their place, performing duties that active verbs cannot. Use them

‘when you need them. But when you have a choice between, active and’
passive—use the active.

This is active—isn't jt?

Can you recognize a verb in the active voice? Many writers subscnbe
to ¢he theory of preferring active verbs over passive verbs; ‘meanwhile
hoping furtively that no one will ask them point blank, “Just what IS the

difference, anyway?” Here are some ups that will pnime you for answering
that gueslion.

Compare the FORM of the sacuve and passive voices:

ACTIVE—1 write (ain writing) ~ PASSIV E—it 1s written (is
. . being wntten)

I write (did write) . it was written (was
. i ] being written) .

I will wn it will be written .
I have wri\ten it has been wnitten

1 I had writte 1t had been written
I will have wfitten it wn}ll havé been - -

. written -
Compare the USE of the two forms: Py o

An active verb—when the doer of the action 1s the important thing.
The agent wrote the report ' ‘

A passive verb—when the doer is unknown, or when what is done
is more important than who did the action.

The report was written by the agent. . ‘

b L d

Why use the active voice?

o

For years the passive voice has predominated in government writing.
It was just what the doctor ordered—it made our wnting long, formal,

- N
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deliberate, and dignified to the pont of stiffness And so the passive voice
worked overtime for us Now we are coming to see that the active voice
can give olr.readers a more accurate picture of government writing and

. government writers. The active voice makes our writing simpler, more

ERIC
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direct, shorter—and most important of all, easier to understand. In addi-
tion, our writing now sounds as if people had wntten 1t.

Let's look at some examples 4

“Consideration s being given this matter by our district office.”

Here the reader has to go to the very end of the sentence before he finds
out WHO 15 considenng the matter You can save words and help your
reader by using an active verb: “Our distnct office 15 considering the
matter.”” By making this correction you take care of two weaknesses: you
substitute an active verb for a passive one, and you uneagth the verb that
the passive voice buned 1n 2 noun “Give consideration” really means
“to consider’—so you shorten and sharpen the sentence by using the
“real” verb in the sentence.

“It 1s believed by corporation officials that this expense 15 de-
ductible ”

In this sentence the reader finds out a little earlier WHO believes an
assumption about the expenses To avoid the wind-up type of introduction
and to use an active verb. we can begin directty: “"Corporauon officials
believe that this expense 1s deductible ™ -

“Advice is requested by this office in connection with . . .” 15 an opening
of many sentences we have written Thss is a formal way of asking for
information The receiver must, unless he too is versed in the ways of
government writing. translate this wordiness into his everyday language:
“Please tell (or send) us . ” Let's save him this unnecessary work by
wnting, “Please tell us (or please send us) .. ™

Perhaps you corrected this sentence by saying. “You are requested to
advise this office 1n connection with . . .” This, too, 1s a form we often
use—and 1t too 1s a passive form Grammatically, it 15 correct. But the
sentence would be more effective—shorter, direct, personal, and cour-
teous—if we rewrite 1it, “Please let us know about . . ."”

Consider this paragraph of passives:

“This space will be utilizéd %or a pilot run of the course ma®rials.
It 1s anucipated that supplementary materials will be produced
in this workshop As a result, 1t s recommended that the class
be conducred 1n Washington. D €. where clencal, visual aid, and
other traiming support 1s readily avalable.”

71
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Tumning the passive verbs to active verbs will shorten the paragraph: *

“We will use this space for a pilot run of the course materials.
-We expect 10 produce supplementary material in this workshop.
Therefore, we recommend conducting the class 1n Washington,
D. C., where clerical, visual aid, and other training support is
readily avaflable "

* (Leaving the last verb unchanged was not an oversight. Here “is” is
neither an active verb nor part of a passive, but a linking verb.)

Some passive verbs are right

Not all passive verbs should be changed to active verbs. In the sentence,
“Occasionally. employees are required to travel on assignments which
necessitate expenditures substantially in excess of reimbursement that
would be obtained at the maximum per diem rate,” the passive verb are
required 1s correct. We don't know who requires this; this sentence illus-
trates the correct use of the passive when the doer of the action is un-
known.

“The mileage rate for use of privately owned motorcycles has been
increased from 4 cents to 6 cents.” Here, again, we do not know who has
increased the rates: the fact that they have been increased is more 1m-
portant than knowing who increased them In this sentence, too, the
passive voice is better than the active. '

Summing it up

We use too many passive verbs in our wnting, from habit we turn to
passive verbs when we begin to write for Uncle Sam. We will do a more
“effective writing job if:

we can tell an-active verb from a passive verb;

I.

2 we know when to use a passive verb, and

3 we use active verbs instead of passive verbs when we have
achoice.

Write Head-On Sentences .

(Use Real Subjects and Action Verbs)

- Your response to this subheading may be a righteous, “Of course I use
subjects and verbs' Doesn't everyonc”’ Yes, everyone does. But un-
fortunately, not all of us use REAL subjects ang- REAL verbs.
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The grammatical subject of a sentence may not be the real subject
This 15 not a nicety. a spitung of hairs by grammarians This question
¢oncerns a far mjore vital subject than mere by-the-book correctness: 1f
vour grammaticAlly correct subject 15 not also the real subject of the
sentence. you r the meaning, change the style of wnting, slow down
the sentence, and make the reader recast your sentence to get the meaning

Over the years, government writers have become expert at wnung
sentences which have grammaucal subjects but no real subjects There
are two possible reasons our overuse of passive verbs and our tendency
1o blow up htlle words into big ones If we wnite directly. using active,
head-on verbs and cwr}d{i words. we stand a much better chance of
using real subjecis 11 our sentences

An example

“Deiivery of subjec: material should be accomplished by you.”

If you check for a subject and verb. you will find both—delivery 15 the
subject of the verb should be accompushed Grammaucally. the sentence
is correct But it 1s also an example of a sentence which does not have
a real” subject

To find the real subject. ask vourself what the sentence is saying
Does 1t mean anything more than “You should delinver the matenial™
Here we have a real subject—ivu—and an active verb—should deliver
The onginal sentence turns the action word “deliver™ into a weak noun
which becomes the subject Next, in order tb have some sort of a verb,
we must rely on a weak word hike “accomphsh™—and that 15 further
weakened by puiting it int0 the passive voice -

5

Spotting the culpnits /

Here are some clues to help you locate verbs that have been murdered

and buried under nouns :

Whenever you see a subject ending 1n "ATION" or in "MENT." 1t
may contain a buried verb

Whenever you see ¢ weak verb hke accomplish, realiie, efiect (or

£ven effectuate). manitest, or appear—partcularly 1if 1t 15 passive—Ilook

at the subject to find the real verb

E xamples

1 “Somc improyement in the tone quality was realized by the adjustment
of the angle of thg speakerg ™
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The subject ends in ment; the verb was realized is passive Now trans-
late the sentence, as your reader will have 1o do What does 1t say?
- Turn the subject improvement into an active verb:

“Changing the angle of the speakers improved the tone quality ™

2 “Complenon of the review of the matenals cannot be accomplished
until June 30"

Again—a buned verb 1n Lhe_grammaucal\subject. complenon, and a
. the passive voice 1n was accomplished

“We cannot compiete our review of the matenals untl June 30"

3 “Improvemen: of the crowded conditons 1 the office was effected

by removing three file cabinets ” ’
“Removing three file cabinets impros ed the crowded condiuons
in the office;”
What we gain ¢

Using real subjects and acuion verbs makes our wniling easier 1o read
ang easier 10 understand It is more direct. 1t 15 also much shorter Com-
pare word count 1n the “before” and “after” examples in the secuon
above ¢ sentences are about one-third shorter when we use a real
subject and ayerb that acts. Muluply this by the number of sentences in
your average lettsg or memo and see what this saving would amount to—
for both the writer the reader.

We have said earlier thewQur wniting 1s easier to understand if we use
everyday words—if we deflate Some of the long words we are accustomed
10 using because they fit the heavy stvle of former umes We can accom-
phsh two things at the same time if we turn some of the inflated words
into real subjects and real verbs we can use simpler words. and we can
also be more exact We can turn the sentence from “Visitauon will be
made by a team composed of . " into “A team compuscu of . will
visit " If we turn “visitation” into the verb “visit.”” we have sard simply
and exactly what the action 1s And. sull better, we have made 1t 1m-
possible to use “visitation " Among the defimutions of “wvisitation” the
dictionary gives. are “a gathering of supernatural beings” and “a gather-
ing of animals or birds at unspecified umes 1n large numbers "

How to compress

Whenever we turn a passive verb 1o an active one. we save words “Field
offices conduct these courses’ 1s briefer than “The conductig of these
courses 1s accomplished by field offices™ or even "These courses are

.
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conducted by field offices " There 1s a sumilar saving when we can replace
a stand-in subject by a real subject ’

. Nouns conta.:nng buried verbs are usually long words ending 1n ‘ment,
tion, ance, or ence.fn order to do the work of the subject they have to-be |
propped up on either side by supporting words—usually the and of |
|
|

Not The ciassmkgation ot the returns has been effected

But ° The returns have been classified

Not The opumum unlizatuon ot the employees’ skills must be |
studied |

Bu: We mustsiudy the best way to use the employees skills

Not The disbursement of these funds will be the responsibility
of your office. )

But. Your office il be responsible for disburstng these funds

When we substtute real subjects for these imposters, we again save i
words. When we turn “The classification of” into “classifying” or “to |
classify,” we make the sentence more direct and also more concise When |
vou want to avoid a “the (noun)tion or (noun)ment of”’ phrase. turn the
noun into an infimitive or an ing-word. as we have done above

-

Keep Related Wyds Together

Sentences are made up of small groups of words that cling together in
logical units—subjects and verbs. nouns and &ljecuves. clusters of words
in prepositional phrases. to name a few The more near’ly mntact we can
keep these units. the better our chances are that the sentence Yill get its
meaning across When we misplace a modifier, the resulting statement
may be shightly confusing to the reader—or it may be ludicrous When
we separate a subject and verb, we befog the meammg of the sentence
The sense of the sentence depends—1o a greater degrec than we realize—
on the geographical location of the w.'ordg within the sentence.

v
Subjects and verbs

If we want to wnte direct. head-on sentences. we usually begin with a
subject and vérb.
Tm

An individual 15 allowed an exempuion of $750 for each person
who quallfies as his dependent .

-
>

Before wesstarted this pragram .

We received thir reply, within the ume allowed by law
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This practice of begmn_iyﬁntences with a subject followed immedi-
ately .by a verb tells the reader at once WHO did WHAT. Perhaps we
begin with a subject and with every intention of telling the reader in the next
few words what the sentence 1s about. But first, we need a qualitying or
limung phrase That phrase in turn leads to another. We go on and on
unul finally. several lines later. we reach the verb—the word that tells
what the subject did By this tme the reader has forgotten the subject,
in addition. he has mentally labelled our writing as “incomprehensible.”

.

The following illustrations show how easy 1t is to pile up phrases and
postpone the verb- B

Reducnion for depreciation allowed or allowable under section -
167 for the period between the date of inhertance and the date -

of sale. as provided by section 1016 of the Internal Revenue Code
of 1954, was considered

-~ We can get thns subject and verb closer together by mnserting the verb
directly following the subject. “Reduction was considered for depreciation
allowed or allowable " A better way is o turn the passive verb, was
considered into an active verb and begin the sentence: “We (or. the
Service or this office) considered reduction for depreciation allowed

”

or...

Here is another before-and-after example.

Before A loss sustained on the sale or exchange of property
" used 1n your business or held to produce income ‘is
. ordinanly deductible ¥

t After - A loss s ordinanily deducuble if it js sustained . . ‘.

Or @ Ordinarily you may deduct a loss sustained . . . .
: X
Before Amounts of income which are required to be included in
your gross income because you are a shareholder in- a
small business corporation which elected notto be subjeét -

- to Federal income tax are not subject to the self-employ;
ment tax. {

After . Not subject to the self-employment tax are amounts of
income . .

Or  * You need not pay self-employment tax on amounts of
income . .

Verbs and'obiects

Another violation of the principle of keeping related words close together
is the practice of inserting qualifying phrases between the verb and its
object. This error 1s far less common than the separation of subject and
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verb, it is also less likely to confuse the reader. It is, howevar, a device
that slows down the straightforward movement of the sentence, marking
ume instead of marching.

Before: A taxpayer claiming the additional maximum deduction
must file, wath his return in which this maxmum is
claimed, a doctor’s statement concerning the disability.

“After -+ If a taxpayer claims the additional maximum deduc-
ton, he must file a doctor’s statement about the dis-
ability with hus first réturn.

Modifiers and referents

* L )
A modifier has no built-in sense of belonging All 1t needs 1s a word—
any word—to refer to, and there 1t will cling, no matter what the resulting
statement actually says. Because of this willingness to refer to the nearest
word, we need to‘kKbep modifiers tlose to the word to which they refer.

" We refer to )our Jetter of May 10, addressed‘to our National
Office, Washington, P C . which was forwarded to this office for
investigation and reply. 3

. We regret delay in bringing l& adjustment to a sausfactory
i conclusion and will expedite the investigation of your failure to
receile the check when the form is returned to this office.

»

The Nwtional Office was not forwarded. and the ume the check wiks
not received had nothing to do with returning a form. Yet that is what
these sentences say when we let the modifiers wandér atwill The onJy
way o correct these ambiguities’ss to get the modifier and 1ts referent
together. either by recasting the sentence or by lifung the modifier bodily
from its present location and putting 1t next 1o n.s pdrent word.

* Recast : The National Office 1n Washmgton D. C. has for-
warded to us for investigation and reply your letter
of May 10 ‘

Relocated. e tegret delay if bnnging this adstment to a
y satisfactory conclusion When the form is returngd,

we will expedite the investigation of your failure to
' receive the check. 4

lnsegtmg a comma before a misplaced modifier only calls attention
10 the incorrect location of the modifier; a punctuation mark alone
cannot correct the ambiguity caused by a modifier that ocCupies an

lllc%:cal place in the sentence ‘
Y

lesplaced modifiers are usuaII) found at the beginning or end of a

gentence. They can, however, occur n the middle of a sentence:

4
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‘Regions may wish, on a selective basis, to arrange attendance of
firstline supervisors at the training outlined for incumbent special
agents, 0

<

\ Do the regions “wish on a selective basis” or will they “arrange attend-

ance on a selective basis™? Because this modifier will obligingly refer to
what precedes as well as to what follows it, we call it a squinting modifier.
Because it puts on the reader the burden of interpreting what the writer
means, it is ambiguous. Put the modifier ‘close to its referent—at the
beginning, in the middle, or at the end—if you want to s actly what
you mean. - )

Fad

Put Parallel Ideas.in Parallel Form

Parallelism—that is, putting like thoughts in like form—is a writing
principle that helpg both the writer and the reader. It helps the writer
order lus thoughts-+—get them lined up And it helps the reader because
the similarity of form alerts him to the similarity in .content.

The writer who can handle parallel constructiens skillfully gives to his
writing a style and apparent ease and smoothness that few other writing
techniques produce. And using parallelism 1s easy if you know what to
watch for.

The guiding principle ~

All items that are parallel 1n thought must be alike in construction.
Parallelism applies primarily to words, phrases, and clauses. However,
even sentences and paragraphs are often expressed in similar style to
signal that their messages are parallel (many writers refer to this principle
as “balance” when sentences and paragraphs are concerned, but the
principle is the same) ..

You'll recognize easily-the parallelism (or balance) in the Beatitudes;
Blessed are the poor in spirit; for their’s js the kingdom of heaven.

Blessed are they that mourn; for theyshall be comforted.
Blessed are the meek; for they shall inherit the earth.

One reason many of us can remember these phrases from the Gettys-
burg Address is that they, too, are parallek: . . . government of {he
people, by the people, and for the people.”

Itemization, which we discussed earlier, is another example of parallel- -

ism. Items 10 similar construction provide the reader with an easy check-
mL - . ~ . * -

° =

.
*
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So much for the general princfplé. For-the rest of this unit, we concen-
trate en putting words, phrases, and <lauses in parallel construction.
, q- . ] Y .
Match like forms of words
\ —
Here are some examples of faulty parallelism in words:
‘ ’l'hé Bureau of Alcohol, Tobacco, and Firearms cplleg:ts taxes due
-t from the alcohol and tobacco tax industries and is mponsible for
granting permits for the manufacture of these products, for assur-

.ing fair trade practices, and for prevention and detection of
criminal violation of the statutes governimg these industries.

4

This sentence had an excellent start toward a good example of parallel- -

, ism. The thoughts were of the same logical weight: the three areas in
which the Bureap has respon51b1hty The same statement introduced each

one: “responsibility for.” Notice how the “for” is repeated before each ’

* of the three items. This word (called a “tag word) tells the reader that
the item following is another parkof the parallel construction, The first two

items in the-series are parallel: for granting and for assuring-are the same'

" grammiatical form {gerunds, if you want ta be technical): by the time the
writer reached the third item, he changed from ah ing word to one ending
in tion—for prevenhon and detection. To correct the faulty parallelism,
- we change the third item to for preventing and detecting to Jmatch the

.words introdltc'mg previous items. 4
- s

.« Here is another éxgimple of unlike wosds used in a parallel construction:

The second majo \function of the Branch is the preparation’ and
= furnishing of reports from accounung records to serve the needs
of manage'ment

* To cOrrect this, change “preparation™ to “preparing” to matclf “fur-

’ mshmg .

The writer of 1s one apparent} wantcd to get variety into his writin
PP y y g:

nance of re recordi'“'re)tdermg ~ﬁnanelal mformatlon, and

submitting special report;u g w

If the writer began with formulation, he should WAve used words ending

’ResponmbﬂntE fo; th¥ formulation of 'budget procedures mainte-

" in TIGN for the other items. 'I'hé fagt that he ran into treuble trying to’
make a TION word of “maintain™ § ould have givershim a clue that he
wés gomg down the wrong path. The easiest 'way to correct this faulty
paralJehsm is70 nrake all the key whrds ING words—formulating, main-

oe Jaining, rendering, and subm:ttmg

.

s
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Here is an example of trying to balance adjectivés and nouns:

' ‘rhe‘ﬁppllcant for the position is well qualified, she has poise, and
she ig attractive. ‘

We can correct this error by turning th&fun into af adjec\tive: .

The apphcant for the position is weH quc;liﬁed, poised, aa
attractive. *

T

This example shows one of the fringe benefits of parallelism: it makes
. your writing more concise. You have packed the same meaning into fewer
words; you did this by COMPRESSION instead of OMISSION.

Match like groups of words ' S~

Take your cue from the first item that starts the parallelism in the
sentence. If that item 1s n infinitive, then you must use infinitives in the
following items. If-you started with a clause, your reader expects to find
clauses in the other items. Begin the parallelism with a participle, and
you are cofpmitted to participles for the remaining items.‘Keep your eye
" on that opening item; otherwise, you may lose track of its form before
you finish the sentence. You can be sure, thoughy that your reader won’t
forget what you used 1n the first jtem. )

Here we mix a clause and a phrase:
: 3

He gave instructions for her to accept the.assignment and that
"+ hewanted her to report to him. <

. We begin with an infinitive and Switch to a clause. Use either, so long.
as you are consistent and use*the same_form in both places.

Or ; ...that she "sjzould accept the as;signmen_t'an&(thar she
) should) report to him. . -> .

| Either: ... 10 accept thegsignment and o report to him.

Here is‘ia:)oth'gr ¢lause and phrase mixture: . .
' The expenditures showa the date of payment, to whom paid, and
whether Ziy are busingss expenses or investments in new property. )
= 4

In this sentence the first two items ¢rhe date of payment and to whom -
pdid) are phrases, while the third item (whether they are business ex-
penses_ or investments ih new property) is a clause. We tan correct the
sentence by making all the items phrases or all clauses:

Phrases:~ The expenditures show the date of payment, to whom _
- paid, and the pux’po§e of the expenditure,




»
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. . :
AN Clauses: The expenditures show when and to whom payment
’ was made and whether they are business expenses or
L investments in new property.

SN

- Mateglarger units . .
When we switch from active to passive voice within a sentence, we dis-
tract the reader. He can follow the thought more easily if we hold to
the same viewpoint throughout. If we say, “The Committee consndered
all the proposals and plans of attack were discussed,”. we mike the

\ reader shift his attention from th€ commiflee to the plans. 'l;o keep going
in a straight line, with no shifts, we revise the sentence to “The Committee |
cons{ered all the proposals and discussed plans of attack.”

Ths is another illustration of applying the principles of parallelism.
From a mixture of active and passive voices in the same sentence, we
‘have reconstructed a sentence that is shorter, more direct, and more
effective. . -

f1ere is another se‘me‘nce that switches direction in the middle:

\ ' Please appraise the enclosed draft of the proposed Handbook
for Procedure Wniters and send us your evaluation by May 15,
raft copy may be returned with marginal notes and

pr—

- .
In a series of actions we want the reader to take, we have changed

from the direct \Please do this and this” to the indirect passive “this
should be done.”™ We can improve the sentence by makmg all three forms
" the sanle: “Please appraise . . . and send ... orreturn ...

Signais for sin'ii rity J/ ’

- PR - P
.

The following groups of words signal to the reader that simiar ideas .will

follow: ) 5
‘both .’.|. and
" either /. .or
fieithet . . . nor &

not ogly . . . but also =

Put these fwords introducing parallel ideas NEXT TO THE WORDS
to which they refer. . ’

Put the i%eas following these words into similar grammatical form.

When je ‘misplace these words, we cloud the meaning. If we say;
“The question is not only pugzhng to taxpayers but also to many tax
- {

/
[ ) .

/ . ‘81
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accountants,” the reader expects to find following but also a wnﬁd com-
barab]e to “'puzzling.” (Possibly “not only. puzzling but also perp xing.“‘i
If we relocate ““not only™ so that it.follows “puzzling,” we have a parall
construction—*"puzzling not only to taxpayers but also to many tax
accountants.”

Suppose the locauon of these introductory words 15 satisfactory—next
to the words they modify{ Be sure the expressions following them are
in the same form “The duestion 1s puzzling not only to taxpayers_but
also it troubles tax accountants.” Here a phrase follows not only; the
reader expects to find another phrase after but also. Instead he finds
a clause (it troubles tax accountants) Use the same grammatical con-
struction after each of these two signalsfor parallelism. .
. ’ b

Link Your Ideas

o

Suppose your letters show that you have followed all the writing principles
covered thus far Your sentences are reasonably short; they contain both
aglive ‘verbs and real subjeets; the words are in their logical homes. What,
then, remains to-be done?

— -

Look at the lsttle words that tie your sentences and paragraphs together.
The connecting words_are both the links that tie your thoughts together
and the pointing fingers that show the reader where the sentence is going.

I

The tying words

Many of our letters give the impression that we know only two connec-
tives: and and however Use thesc words. when they do the job for which
they were intedded, but don’t use-them for everything.

There are six short common words that tie” thoughts together—the
coordinating conjunctions—and, but, yet, for, or, and nor. These words
connect thoughts that are sithilar in structure and equal in thought value.

‘And—"And" is the most overworked of the connectives. It sngnals
to the reader, “The next thought is in addition to the first; it is equal

in weight.” In practice, however, it 1s an all- -purpose paste that glues
anything to'anywhere.

Here are some examples of and doing the j‘ob for which it was intended:

Please attach this letter to the completed forms and return them
in the enclosed envelope, *

‘
"

In this sentence and’ tells us that the second verdb, return, is the same
form as the earlier one, attach, the ideas are of the same thought. value

82
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“In our effort to adminnter the law fairly and to 1dentify those
who have not filed returns '

Here and shows us that to identify 1s on a’par with 10 adnunister,

This will require that yau file an amended return, and the net
resuit will be a reduction 1n e combiacd tax I;abxlmes

In this instance and balances matl\, two equal (houghts .

But how do we sometimes use this connectine” In a lazy way. We say
“and” when we mean almost anything”

I have discussed the matter with my supenvisor. and he feels that
we may be able to make some sort of ‘adjustment

In this sentence the forms of the two parts are not alike, and the
thoughts are hardly the same value Trn subordinaung the second part
by substituting “who™ for "and he.”

Or this one. a goﬂd illustration of what happens whun we dictate with-
out thinking—or wnhour hearing »\’b\dt we say:

We have had one or two letters from Mr Doe with reference to
this and we expect to refer the matter to the Blank office that
handles Farmersville. where he resides. and we will no doubt hear
from them 1n the course -of the next several days. at which time
we will make a determination as tasour next move. and we will
advise you as soon as we hear from them.

Exaggerated? Perhaps. Check over some of the letters you have dic-
tated.

"
-

But and ver—These words ignal to the reader. “Turn sharply here
If the taxpayer reads. “You are allowed $600 exemption’ for each de-
pendent. $ur you may not deduct " he knows clearly that there 1s
no use looking beyond that bur for any miore allowances :

”

fut ana yet show contrasting i1deas. as 1n these examples—

We are sorry for the incomvenience you have experienced but
pleased that you have been spared the additional delay of a
formulln\esugduon to locate a lost check.

‘\\c havé searched the files, yer we fimd no record of this return.

For—This word indicates that an explanauon or an ‘additional thought
follows. @

The S1. OOO is not deducuble as necessary repairs, for the expendi-

. tures urc not made to kecp the property 1n operating condition

Hcre for is used instead of becawse—the most common use of this
connective.

Q v, - ) 83
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When. you use for as a connective to mean because, put a comrma
before the word to prevent possible ambiguity.

' Not: No doubt the office will be closed for that day 15 a local
holiday. .

But: No doubt the office will be closed, for (because) that day
is a local holiday.

Or and nor—These words tell your reader that an alternative follows.

You may use the cash receipts and disbursements basis or you
may use the \acerual basis. -

He did not say whert he would return, nor do we know.

-

Many writers believe that they cannot begin a sentence with one of
these connectives. That 1s another of a senes of beliefs- about grammar
that verge on superstiion It 1s not only grammatically correct to begin
a sentence with a conjunction, but 1n many cases it 1s preferable. For

these introductory words prepare for and emphasize the thought that
follows. - .

We urge our empleyees to perform their duties in a courteous
and professional manner. 4nd many of them do.

-, such amounts are not includible in your income. But if the
withholding also covers such personal facilities as laundry, dry
cleaning, and social services, . . .

If you wish to visit our office, an appointment will be scheduled
at your convenience. Or, if you prefer, you may submit your
substantiation by mail.

Words that show rélationship \

If we have two ideas of about the same thought value, we can put them
into two sentences tied together with a coordinating conjunction. If one
ofthe ideas 1s of less importance, it is only sensible to put it 1in 3 form
that shows this value. The words that we can use to point ot the relation-
ship of parts of the sentence are subordinating conjunctions. §ome of

these are: s
after if though -
although since . unless
because that while .

) before . sO that . when, etc.

,\ -:n Y ’ h -

¢ Ron’t limit yourself to ands and buts when there 15 a variety of words
that express your ineaning more exactly.

’
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Miss Smith teaches math in a2 high school. There is an opening
to teach n the science department and her request to tranmsfer

1o this department 1s granted, but she is required to take specified

courses 1n science.

L 4
Vary vour sentences, and, at the same time, be moré exact:
Miss Smuth teaches math 1n a high school, where there 1s a teach-
ing opening i the science department. Her request to transfer to
this department is granted, although she is required to take
specified courses in science (or provided, or if she takes).

This sentence sets forth facts in a pnmer -like fashion:

Frank and Evelyn sold theirr old home and they pald its buyer
$100 to cover taxes on that property for the first quarter of the
year.

A subordinating conjunction improves the sentence:

When Frank and Evelyn sold their old home, they paid its buyer
SIOQ/to 1cover taxes on that property for the first quarter of the
year. \

)

Pitfalls

Because—Don’t be afraid to use the word because In an attempt to vary
their sentences, writers often substitute as or since for because. Be sure.
if you do this, that your reader will not interpret them to mean time
instead of cause.

. .
As the office is closed on Saturdays .
This could miean “because the-officeis closed on Satardays” or “during
the tume the office is closed on Saturdays.”
Since we have had these workshops, .

This could mean either “because” or “after that time.”

When and where—Use when or where)o refer to time Neither word
:s a substitute for if.

Not: Advemsmg cxpenses are deductible where |t can be
shown
' g I
Subsmute “if”* or recast the sentence. '
Not. Where the %ale of a product is the mcome-proﬂucing factor
in your | business, .

ﬁbsmute “if” for “where.” -~
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While—This 1s another ume <ignal. Don't use ;s}ule to mean but or
although.

Not: While pessession has passed to mr:.consngnce, titde remains
with the consignor.

Subsuitute “glthough™ for “whilz.”
Not: He wrote'theteport, whule I typed 1.

9
Substitute “but” or ~during that ime" or recast the sentence.

Other links

. .
Conjuncuve adverbs arc words \kﬁ te two main clauses together and,
at the same tme, poinj in the direction 1n which the sentence 1s going
This group includes suckgrepresentauve words as:

however - conscquently accordingly
nevertheless hence also
moreover then thus
therefore furthermore likewise

Of these words. two arc often overworked. However, hke but, is an
indication of a change 1n the wirection of the sentence. Don't use 1t to
the exclusion of other connectives, and don't insert a “however” because

you feel such a fine sty listic touch would add that indefinable something t0’

your wnung.

You may also claim amounts paid for .. However, you may not
- r
claim premiums paid on policies previously pad . . .

The other overworked word, therefore, signals, “What follows is a
logicgl result of what hass gone bBefofe™ Accordingly.” 100, has this
meaning These words, hke however, are not accessories to be added to
wniung to dress up its style; they are used 40 places where there is no
question of contrast or of cause and effect. - :

-

Punctuation .

-

When a conjunctive adverb jpinstwo main clauses. USE A SEMICOLON
OR A PERIOC BEFORE'IT. A comma dmay be used before the ¢o-
ordindting conjunctions, but a conjunctive» adverb requires a stronger
mark. o )

+
’

" The followng example illustrates a common error: :

A Form 899 showing the advance paymeat 1s algo enclosed, how-
. ever, the déficiency has pot yet been assessed

. r o . - <




you add to this hist?

Addition

Instances

Cause and
: effect

Conditions

Comparison,
contrast

t Time

the communication.
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If we use a2 comma before howeier, the reader has-no way of telling
to which clause the hunever belongs The semicolen acts as a barner to
keep 1t confined.to the clause to which 1t refers.

When a conjunctive adverb 15 inserted in the middle of a clause and
1s not acting as a hnking word, then it 1s correct to sct it off by commas

. Don’t think of punctuation marks as “seasoning” to be added to “flavor”

¢ ~

This rule does not.. huwerer, exclude the value of the decedent’s
interest 10 the property . . .

The language 15 nich in connectives and indicators. What ones can

furthermore
moreover
besides - B

for instance (noteg )

that is (not 1.e.)

to illustrate -
first . . then

because e
consequently

for this reason

if

although

though

even though -~ .
nevertheless

- -

however
similarly
also

likewise

meanwhile

after (not subsequent) .

before (not prior to) &5 .
then . o

formerly

Punctuate for Meaning

] ! . _ {




Punctuation marks are an integral part of the written cemmunication
As readers, we rely on them heavily in trying to grasp the writer's thought
quickly and accurately. R

As writers, however, many of us are not willing to master the Iimited
number of principles that would guide us mn giving aur readers the help )
they need . -

. And readers do NEED punctuation marks Thope marks are substitutes
. for the gestures, facial expressions, and voice infzci;ons which make
’ most of our oral communications more effect:y than nur wnitten

Isn’t it modern to use fewer marks of punctuation? .
. Certainly But whether we use—or do not use—marks of punctuation X
depends on the length and construction of our senterc - \ crne Samson,
a well known writing consultant, cxpresses the thought very well 1n what
15 perhaps the understatement of the year - ’

N
.

The modern tendency to reduce punctuation to a mmmum
presupposcs d clear. aimple. closely kmit <iyle of writtng which
1s not always found 1n Governi + comn: 1ications.

»

If your sentences are relatnvely <hort and iof they precrass -moothly
~ from beginning to end. you will nced a mimmum of punctuaton marks ,

But many of our sentences, even relatively <hert gnes) reyaine some
punctuation Some fonger sentences pertaming o the law mest he punc-
tuated—and punctuated correcthy—if they are 1o get correc: meaning
across. - .
-

v o
How we use punctuation marks

First, a quick review—we use punctuation maeks 1o separdte one part of
the sentence from another, to enclose words: or proups of words that
should be sct off from the rest of the sentence.

® To scparate—we use a period, a semicolon, a colon, a dash,

or a comma z :

. -
® To cnclose —we usera pair of dashes, a pair of parentheses,
or a pair of commas -

. The mark we choose depends on the degree of separation—and on.
what other marks we have alrcady used to indicate the scparation or
painng of ideas. - .

w . e -
. Commas are the pnncipal mark of punctuation, of course—though

dashes may be .gsed effectively if they are not overworked. Parcnthescs

L Ay - . .
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a
should be reserved for comments which we do not \\ant the reader to
consider an inlegral part of the discussion. -

‘o Ve

The four main rles -

->

-

» = Master these rules—and syou’ll have the major problems of punctuauon
= under control?

1. Don’t use a comma to separate two main clauses—<either of
which could be a complete sentence Use a period or a serru-
colon

3]

Den't use vne puncruation mark between related words—
between subjgct and verb, verb and object. modifidr and words
* modified

. » \\‘ )
~Remember one comma “‘separates”—these words ‘are closely
- related and wg want the reader to know they are

-
3. Usc a semicolon before such linking words as therefore, how-
ever, consequenily, otherwise, in fact, when they connect W0
man thoughts DGRt enclose them by commas.”

~/ 4. Use commas around modifying expressions that do not ‘re-

strict meaning. don’t use them around restricive €Xpressions
The meaning of the sentence is seriously affected by this
punctuation

Let’s take them inturn.

Don’t use a comma to separate two main clauses - .
N , .

You want the re‘adcr to recogmze that you'are giving him two main
thougﬂts. Unless the clauses are very short, so that the reader can see
the entire sentence at a glance. he will be confused by comma Subsu-
tute a sgmicolon 1f you want to signal the reader that The thoughts are
closely connected Or usc a period if you want tp give him more of a
“breather” between thoughts. h

Like this: o
Poor . Mr. Doe stated that nefther he nor Mr. Smith was
. familiar with thepdepgpsit procedure, he therefore asked

N

. that we forward memolrandum'outlimng the problem!
Betters - Mr Doe stated . . , déposit procgdure; he thercfore
» casked ... ™, :
Or : Mr. Dee stated . . . deposit procedure. He therefoi;c
" asked. .. . E '
- 89 B
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Don't use one punctuation mark between related words

When your reader sces ONE COMMA or ONE DASH..he assumes that
all the wortls TO THE LEFT of the mark belong together and are to
be considered separately from those to the night of the mark.

Confusing  The taxpayer who asked for a photostat of his return,
falled 10 enclose a remutiance with his request.

The comma scparates the subject “taxpayer” from the verb “failed”.
Certainly we do not intend to have the reader consider that the comma
separates two main thoughts—and that's what we have Signaled.

NO COMMA IS NEEDED HERE.

<

Use a semicolon before such linkif}g words as HOWEVER,
THEREFORE, ETC. :

When such linking words connect two main _thoughts, they are usually
cal’ed “conjunctive adverbs " But, no matter what they are called,’ they
do not take the place of a real conjuncuon—and, but, etc.

Use a semicolon before them and, with words that indicate contrast
(however, otherwise, on the other hand), use a comma following. With
words like therefore, consequently and so, the use of the comma following
1s optional.

Consider these examples:
Poor We have swdied the data you submitted and would like
. o give you an.immediate answer, however, 1t will be

neccssary {o mivestigate the matter further.

gtler: We have studied . . . immediate answer; however, it
g will be necessary . . .
. . \
‘\‘ .~ Poor : This farm letter is nerther clear nor courteous, therefore,

N it rcqusrcé\won

Better,  This form letter 1s neither clear nor courteous; 1hcrefore
it requires rcvxsxon

Unless we usg a merk, like a semicplon, that signals a break between
the two clauses, the reader may assume from the’ punctuation that the
“however” or “therefore” goes with the first part of the sentence. In most
cases, if this happens, the reader can “figure 1t out”; but he must pause
in his reading and sort out the meaning before he can go on. Punctuation
marks correctly used can save him this unnecessary work.

o | \\ : .
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Use commas around modifying expressions that do not restrict

the rﬁeaning .
. .’ .

A group of words which adds some descripuve or explanatory mfaterial

is set off by commas. If we ommed such clauscs, the sentence would still

make sense. We do not “restrict” the meaming when we use these

expressions. - '
. g

But be sure you understand the alfference in meaning a paxr of commas
- can make in your sentence.

This group of accounts, which is outstanding, must be taken
care of first.

Here the commas tell us that the material enclosed 1s merely descriptive
about the accounts, NONE OF WHICH HAVE BEEN PAID

0

But suppose we omit the commas
This group of actounts which 1s outslandu! must be taken care
of first. . : '

Without the commas the expression “which is outstanding” limts:

., (restricts) the meamng to this group of accounts; other accounts may. T
be n care of later. .

Employé¢es who wish to change the number of exemptions claimed
should file a new certificate, Form W—4. « ‘ -

If we set off the "who” clause by co'mmas, we say that all employees
must file new W—4's Without the commas we say that only those who
need to change the number of claimed ekemptionis must file a néw W—4.

'Before you put commas around a #odifying expression, ask yourself
- these questions:

Does this expression add information, or s it vnal to the sense
. of the sentence? If it adds information—you need commas. .

Could I split this sentence into two complete (and Sensible)
sentences? If you can—you need commas.

~

[MC : i)

Aruitoxt provided by Eic:

# P




'

. ~ ’ 3
- - .

)

Unit6 - - e . o : .

- And Now What?-

t

- Perbapswe shouldn'l call this “Unit 6.” It's really an ePilbgue.

. Yoa ve compieted the workshop course. Perhaps you learned nothing

new. But frppefully you reinforced what you already knew and sharpened
your planging, writing, andgdmng skiils.

,l
And aow what? Of course, you'will not lack opportunities to practrce
! » your skills—your job provides these opportunities in aburfance. Here .
’ are some suggestions Vmade‘by other students who have completed the. . ‘
« coarse. ’ -

. . T ) .
.

They- suggest that for a whrle you have the typist make an extra copf
of each piece of writing you "do. Thén edit that copy, marking it ‘Next

" time.” The edited copy becomes a draft for the next letter—memo—or -
a repore: of that type. But don’t )ust accumulate carbons; look back through

them irom time tJ tme and niote thé unprovement in your wmmgg )
Yy -

Another back-qn-the-job exercise is to consc:ously .practice one wrumg -
principle for a few days. You mighs, for instance, concentrate on using
- active verbs. For several days, in all your letters or memosg, make an effort .
to use active -verbs whenever you can; you will soon find 1t easier to apply .
this pnncrple . .-

Ask another employee who has ﬁl@hed the couf,se to.be a tisinterested .
reader of your writing This “‘partner” tec}:mqﬁ\ ¢ helps both of you see the -
letters objectively.- If your- partner does nothﬂlg more Lhan point "qut

. sentences that are not clear to him, he is’ provrdmg you with ‘valuable '
criticism. If ‘at the same time he can questron the-logic of your. solution,
point to excess words that cloud the meaning for him, and ‘ask you to -
exphain why you dectded upon a certain sequence of paragraphs \hen “he N
is indeed a valuable partner. ‘

3

’ \ . - .
- But. wrl) these practices be en6ugh'm help you master these skrlls you -
_ have used in the workshops? Did the intenstve ‘course simply whet your |
appetite? If so, there are Iﬁveral self-d" velopmental acqutres availablg



E

S - writing than_this workshop text does. The Bibliography fol-
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1. You can contm:ué‘ to learn how (and how not) to write by
constructively gppraising the written communlcations that -
. cross your-desk,as you go about your«daily work.

r 2. You can enroll in the Effective Revenue Writing 1 correspond-
ence course offered by the Service.” -

This is a basic course that gives a brief, practical review of
writing principles, grammar, and punctuation, (It’s aimed at

correct writing; its quizzes are multiple choice.)

3. You can obtai;a/cggy/f)f the Effective Revenue Writing 2

text written by Dr._€alvin Linton whom we have quoted fre-
. quently 1n this ecurse. This text can help experienced writers -
and reviewers diagnose and cure writing weaknesses.

4, You

1 take part in a-program for self-instruction by using
ogrammed text such as Reid and-Wendlinger's Effective
Letters. (If you're not familiar with programmed texts, ask
-~ your traming officer about them.)

/ 5. You can read books that deal more comprehensively with-

lowing this Unit lists a number of excellent books and pam-
phlets.

To introduce you to the kind of reading you may do on your own, we
are including, by permussion, an articlé, “Courtesy in Correspondence,”
published by the Royal Bank of Canada in their Monthly Letter. Because
of the impdrtance of appropnate tone in our letters, you may find the topic
both timely”and helpful In addition, although some of the spelling and
language are not the same as we would use, we believe you will appreciate
the way 1n which it 1s written.

|
|
i

Courtesy in Correspondence |

il Y
[Reprinted by permission of the Royal Bank ofkénada, Montreal, Canada.] .
Wnting letters 1s a skill; writing courtedus letters is a social art worth G
developing. ‘

Courtesy means that you refuse a favo@rrin so considerate a way as to
keep a fricnd, and do not grant credit in 50 grudging a way as to kill all
. hope of future business. ' .

"Considcrauon of manner and demecanjofir cannot be dismissed as
frivolous or unimportant. They are significant clements in the lives of L
everyone from a statesman engaging in inkernational diplomacy to the
husband and wifc making a go of marriagcm\ln business, our accomplish-

ments are cnhanced by our observance of detorum and manners.

o 94 . /




L2 ' -

Every individual is required to operate-within the symbol system of
‘his culre. He uses recogmzed patterns of behavidur to demonstrate
that he has the quahties that are respected by his fellow men

‘Confucius said: "It 1s good mann;:rs which make the excellence of a
neighbourhood. No wise man will setdde where they are lacking.”

s

It may *be true, as some people say, that manners have progressively
deteriorated as society has receded from the patniarchal stage through
industrial revolution to the affluent age. One of the dangers in the growth
of the democratic spint is that people come to take' bad manners as a
demonstration of freedom from the discipline of non-democracy, having
not yet learhed that the power of the people has its duties as well as its
liberties.

How can we define good manners? To be¢ well-mannered is to do the
thing you should do although you are not obliged to do it. This means
being considerate of others, taking no unfair a’dva-rgtage, avoiding person-
alities that hurt people, and never being. intentionally impolite.

Manners are of more importance than laws. The law touches us only
here and there and now and then;' manners vex or please us, exalt or
debase us, constantly. Moses 1s known as the “great law-giver”, particu-
larly because he inscribed the Ten Commandments. but he entered the
field of'manners, too. He went beyond the “musts” of a well-organized
society, and prescribed the conduct of a gentleman to be gentle with
those who are afflicted, to refrain from gossip, to respect the aged, and
. to be kind even to strangers.

No matter at what station in life you belong, or how highly educated
,you may be, you owe courtesy to your fellow men. Here 1s an dlustration
from the lifc 'of Sir Winston Churchill: On a day in May 1941 when he
had already been on his fect in the House of Commons ‘with hard news
about- the fighting in Crete, he rose for a second time with a ‘piece of
welcome news, but he apologized all the same for interrupting the House:
I do not know whether I might venture. with great respect, to intervene
for onc moment. I have just received news that the BYsmarIs is sunk.” .=

Good manners incfude tact, the art of all arts. Tact means tak'pfé
pains and some trouble to-sce that others are not-neglected, and doing
the kind thing in a pleasant way. Great leaders are tactful m dealing with
people, taking many precautions which lesser men geglect

When writing letters

1

Have you ever stopped to think how s¢lf-revealing vour letters are?
Socrates said to_g young man who was introduced to hirh to have his
A3

-
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capabilities tested: £4 }{
people teveal ang
Much of bugllés today s done by corréspondence. We may close the

biggest dea POut meeting the person with whom we transact the
business. Jefmlist read hus letters carefully so as to get his point, and

m order that l‘may see you.” In their letters
ture thomseives 1n all their individuality.

-

write oy@in letters carefully so as to convey our meaning.
", ~

SJEian that, we need to write letters of good will. It 1s courteous
1OF , t evident to your correspondent that you are writing hum cheer-
@iad not as a chore.

ZEM ongeniality makes an important contribution to your happinéss, even
_ft is expressed in face of hostility. You belittle your dignity if you allow

# discourteous correspondent to set the pattern for your reply. There is

no surer sign of a great mind than that 1t refuses to notice” annoying
expressions and the cross-grained humours of fellow citizens and col- ' -
leagues. As the Superman boasted in,‘Nictzche’s doctrine: “I have to carry
what is heavy; and what matter if beetles and May-bugs also alight on my
load!” - - _ .

NoLthing is so disarming to an angry opponent as composure. Dogs
bark at the shghtest sur, before they have seen whether 1t be causéd By
friend or foe, butman’s reason gives himlthé chance. to deliberate.
Instead of dashing off an out-of-temper letter with"its sarcastic phrases
and blunt aggressiveness we can ahalyse -the situation, take command of
it, and avoid a shabby display of peevishness.

jps

When a man loses his temper he also loses his sense of dignity, his
common sense, and his feeling for justice. It 15 a good rule, when you
are so cxasperated that you simply must get* something off your chest, to
hole over your letter for a second look tomorrow. ) /

Respect others and yourself ! ‘ ’ .

Tune in oh people. One.of the surest ways to win a man is.to sh
Aespect for his knowledge and deference to his person. ol

13

There is o more eVident sign of intellectual ill breeding than to s
or write shghtingly of any knowledge. you yourself do not happc
possess. Your urge to show yourself superior will dig a hole for your

Courtesy demands, therefore, that you }reat your cogrespondeny’s name

—

by ) i




and position and ttle with respect Some people. but they are few. do
not care what you call them <0 long as they get the mforma'ton they wam
Most people respect their mames. and expect’you to dos0 too Your letter,
though 1t be, truthful. must not rub your correspondent the wrong way.
Give him nounshment for his self-esteem

.

It is well to keep 1n mind that the letter you wnte may be read by
others than the man to whom you address 1t his secretary. his assistant,

* the person who will have to deal directly with the matter abput which you -

write. and the filing clerks To humiliate your correspondent i the eyes of
these people 1s to 1mpart a grnievous wound

Eveny letter. even the most official. 1s capable of a peculiar dignity in the
form of 1t, pecuhiar in that 1t 1s fitting to your correspondent. to 1ts subject
matter, and to you. It 1s void of arrogance and yet not condescendmg

*A good letter

" There js general agreement’that if 3 letter 1s worth writing 1t is worth

«
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wnting well, and no excuse should be allowed to interfere. A firm may
spend millions of dollars to adwvertise its products, only to have some
untramed, uninterested, or thoughtless clerk spoil the effect by writing an
uninspired or shoddy letter.

There is room for honest pride 1n the successful communication of
ideas Despite all the. imposmg ttles he won in a hfetime of service to
humanity, Franklin described himself in luis Will: “I"Benjamin Franklin,
Prnter...” ‘

b

To be gi&ﬁommumcauon. your letter ought to have a tendency to
benefit the feader. 1t should be wrnitten distinctly and clearly. Your words
should beuthe most expressive that the language affords provided that
they are generally understood.

But there is more to 1t than that. Good letters are not merely the
written record of information we desire to reach someone else. We are
losing their greatest effectiveness unless we use them to influence people.
Very few propositions are decided by pure logic, but nvolve the imag:-
nation and feelings. : .

Good composition in lelfcr-writ‘ing does not mean using rhyme or
alliteration, but the graceful expression of a creative spirit It changes
the writing of letters from a dull grind to an exciting exercise in which
your mind gives life to your words. -

The basis of all this 1s to ﬁpd{ut the dominant interest of the person
to whom you are wnting, and include in yqg@etter some appeal to that
interest.

97
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You cannot just pick up an incoming letier and start dictaung a reply.
Take a jook at what you want to express and then think about how to put
it down Ask yourself what are your correspondent’s interests, and write

v

" about them: You will be surpnsed to notice how few gre the quesuons

and how unpenetrating are the comments you recenve about vour own
activities Think what interestung thaigs you could tell 1f someone pushed
the proper button! ) . 2

When vou write a lct;cr You are 1n competition with many other wruters
for your correspondent’s attention and interest This,is not a competition
in which the winner 1s the man who wntes most poctically, or most
grammatically, or most fluently, or most ornately. It 1s one 12 which the
prize goes to the person who can best guide and inform and perstade To
give information 1s one function of a letter To persuade to som® action
or belef 15 another funcuon T6 combine these n friendly language
requires the greatest skill and a warm heart,

All correspondence will adhere to the simple rules of common decency,
but you can go further. Let your letters have s'omething in them not
common and ordinary Just as small talk js necessary 1n <ocial, intercourse,
%0 small talk 1s needed 1n a letter It helps to bridge the gap between
thought and thought, it brings down the technicalitics and abstractions
o the human Jevel. ‘

The exchange of ideas

A stnse of participation and sharing charactenizes successful communi-

caton, and this 1s helpful when you convey something of your feelings and
motives. .

The most important exccutive characteristic of which we are certain is
the ability ¥o communicate two ways—outward and inward While writing
in such a {v‘ay as to give your reader the opportunity to apprehend your
meaning readily. and precisely, be sure to give him his turn to express
his thoughts so that you understand them. , ‘

The letters exchanged berween you and a customer or supplier are
nothing ‘more than a conversation between two people talking of their

affairs. They should have the grace and urbanity you would use in a

club loumge or over a coffee table.
o

During thesc conversations by mail you will run into these situations:

- sometimes you are right; sometimes both arc partly right; sometimes the

other person is right Because of these possibilities, you need to pay
attentron, not to listen by halves. What your cofrcspondence is saying to
you may be misguided, but 1t serves to bring your thinking into focus.
The great orator of ancient times, Cicerd, ]cffh.on record that he always

98 ‘ * '
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strdied his adversary » caso with as great of not with sull greater sptensity
than his own Cicero boliesed that he who knows only his own side of
--the case knows IAle of thai
- .

When a troubtesome suggestion has been made restate 1t clearly and

simply for two reasons 1o make sure that you are both wnting about the
sarhe thing, and to make evident. your sympathy and understanding.

Every Wise person cxpects, and welcomes. objections and opposition
to his 1deas and plans when he first brings them forward He appreciates -
having these protests out in the open so that he can meet them and lead
lhe,‘ author toward a different way of thinking

In devaoping this written conversation 1t 1s important to be affable 1n
phraseology and unvarvingly moderaie We all know people who are
handicapped by the fact that even when their points are salid thes present
them with such screechiness as to make us back awgs

If someone has difficulty i taking in what you haveywniten, think first
whether what you wrote was as clear as you could have made it The
fault may be 1n yourself. and to change a fault in oneself 1s much easier
than to change the intellectual capacity of another.

People require different periods for mental digestion. but everyone
requirds some time to assimilate what he reads We should allow for this
in our correspondence, and by simplicity of explanation make the digestive
process easier. It 18 less difficult to move your correspondent from one
point o&gw 10 1ts opposite by short steps than long ones. Show him lhag.
you have ¢xplored alternatives and have- objectively analyzed their possi- *
bilities and drawbacks )

Always lcave a way of ‘cscape open to your correspondent. There is
much to be satd for the old Chinese doctrine of “face-saving”.

N

And know when to give in There was a philosopher who argued with
an emperor, and lost I am never ashamed,” he remarked, “to be
confuted by one who is master of fifty legions.”

. Constructive and positive g

It 1s never very satisfactory merely to clear your correspondent’s mind’
of error; it 1s ¢qually necessary to set it thinking correctly Here 15 another ’
arca where your personal interest counts You can dip a thousand pefis
into athousand ink-pots without moving the mind of your correspondent
an inch, but if you pluck a phrase of interest to him from the activity of
vour mind, you have him in the hollow of your hand.

Charming ways are quick winner$ These ate yoyr expression of con-
siderationsand goodwill Far from being evidence of cowardice, intelligent
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srmpromise 1« “fren the ssence of courag=iie sicdem —\} hen you vield
“mosmail porns shyeh are o oncern o, ar Zereespendent, then out of
sheer chivals he s hkel. o give movo L0y puniy ahich are vital 1o
LCur case .

We can sav thatthe first thing a correspondent looks for in a letter is
friendhness Then he secks ~ 'me spark i emotonal appedl or response

They 5t notachic.ed kL haong headr oy a- array of pleasant words
nd ccptmignts foe inaerion e L omgr {elrv_n Syon oo hige 'mj.‘help vou o

CeXpress vouresdf hut gploss oo friendiin ssois real oy are putung up a

O
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Next on rhe aroor perhaps ¢ apoud he Siree, your corresponden:
“-quires tha ,our ropl, he prompt Peopic ma. differ sbout the form a
fetter should tik - b Jengrb . s shogld b and man, ther potn:s hut pn
e rAn sucoanwfub argae g che need for DFMPINgss 1o writing

Some ffices hat ¢ the rale that ] fetters must bhe acknowledged 1m-
mediatels “rothongh e n chem ma, be Aelqed This courle&us
gestrre sepves-te assure the read v thar his letter has been. recerved and
will by grven full attention

“Discreuon™ 15 a good word for the fetger-writer to have in mind Take
no hibertics, either 1 blammeg or n complimenting Intimacy 1s not an
excuse for rough manners, nor for “¢lling the truth out of place or un-
necessanly  Prudence 1n fctrer sertting will make up for many lacks,

If o sprre of all vonr Ifarc 1o he moderar - and compromise, you
must disagree with your corraspondent, do it gently Avoid delivering final
tudgments Dogmatism 1< all right 10 a raglroad hime-table, but 1t has little
place 1n the diseussion of a4 commerc ralitransaction or a personal problem,

One of the greatest talente s that of knowing when to give way, and
then to yild with good grace Yon thereby remos- all dppearance of
constraint, ind trke the warnors i King Henry 1 sheathe your swords
for lack of argument Y

Complaint letters
There 1s no more testing exercise in husiness 'than the handling o
complaint letters Do not do it grudgingly '

A letter of complaint is advance warning of a possibe rupture with
" your correspondent A most effective tactic 1< to treat 1t as a constructive
suggestion about how to improve your service lell vour correspondent
he has done you a géod turn A quite moderate degrec of conciliatory be-
havior will placate your correspondent and win hym over to the adjust-
ment you suggest \
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“prigeless advantage of quick action

. i
Above all. 1f .cu or . wr firm are in the wrong. admit it quickly and -
wholeheartedly Instead f rrying »u? an ahbi, or working around to your
confession by Jegrzes. come night out and <av "You, are entirely correct”
or “You are quite night to complam . One. of Confucius’ most famous
sayings 1s that “a man who has made a mustake and doesn’t correct 1t 1S
making another mistake.”

Seldom 1s it safc to joke ahout 2 tomplamnt People with complaints’
usually crave sympathy not humour Sarcasm s 2 shirp weapon and is
sure to leave a de:p tound  [o mak: yeyr corr-epondent appear
ndiculous may grhe ou rarre v e e ginFacon bur result in grievous
harm to your firm or Vour cause .

Your Jetter of dpology for 3 mistake need not be tear-stained, but it
should be sincere and should e idence your integrity and chivalry As
Princess Victorra wror 'n her dairs  People will readily forget an insult
or an njury when others swn their”fault and express sorrow or regret at

what they have done  The lefter of 1pology should be signed by an officer -

of importance 1n your nrganization This demonstrates to. the man with a
grievance that he 15 someone of account

Do not let your people bottle up complaint letters Keep a “hot line”
open If an employce takes half a day to decide that a complaint is worth
passing upstairs to his manage’r, and the manager hesitates for a day
before admitting that a customer has found fauft with someone of some-
thing under his management, and one of your assistants holds back the
letter until you are n a receptive frame of mind—then yau’have lost the

-

On the other hand—appreciation

Courtesy is not only in response to some challenge or act It is outgoing.
seeking means-for expression The worst sin toward our fellow creatures,
sard the sharp-tongued George Bernard Shaw, 1s not to hate them, but to_
be indifferent to them . .

To praise good work or actions heartily 1s in some measure to take
part in them Because there are many tmes when it is necessary to deal
sternly with people 1t seems only sensible to take advantage of every
opportunity to recognize and compliment them Dr. Samuel Johnson
wrot¢ with bitterness to the Earl of Chesterfield “I had done all that I
could: and po man 1s well-pleased to have his all neglected, be 1t ever
so little.” -

When someone writes you a letter of particular charm or ready
understanding, do not shy away from writing to express your cordial
appreciation.
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We are not machines

In any discussion of leuer-wriing, someone is sure to bring up the
question of the modern way of doing things They deny the fact that
communication between people is not a variation of communication
between computers. )

Leuer-writing. demands that we write as 1f we were talking with one
of our peers If we must choose between discourteous abrﬁpmess and
the stuffy and old-fashioned manners of courtesy, business will ‘be the
better and human relations will befdpprer if we lcan teward the latter
Many schools have most lamentably neglected to provide pupils with
alternauve courtesy phrases 10 use 1nstead of those :which are condemned.

The greatest social asset that-a man or woman can have is charm,
and charm cannot exist without good mannery. This does not mean
slavishly following some rules, but using, hablt.u/xly, manners polished by
the continuous practice of kipd impulses

*
.Courtesy 1s far and away the most effecuve quahty to hft you above
the crowd. It makes you tre every man with such consideration that
his memory of yeu will be pleasant.

Ralph Waldo Emerson expressed a true idea of courtesy in_his “Conduct
of Life.” Some people brush off good manners as being superficial, but
Emerson said: “Manners are the happy ways of doing things. If they are
superficial, $o arc the dewdrops which give such a depth to0 the morning
meadows.” \ ’
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